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Introduction: In an increasingly digital world, the role of technology in empowering 
marginalized groups cannot be overstated. Under this present reality, to uplift women across the 
nation Her Power Project: Women Empowerment through ICT Frontier Initiative is a 
groundbreaking initiative taken by the Bangladesh Government. This initiative not only addresses 
the gender digital divide but also creates pathways for women to access education, economic 
opportunities, and thereby fostering gender equality and social progress. However, in recent years 
freelancing has been a growing trend in the global market. Freelancing allows individuals to build 
a diverse portfolio, enhance their professional network and potentially reduce unemployment. 
Through a combination of theory and practical exercises, students will develop skills to effectively 
communicate ideas and information through visual mediums. 


Objectives: The digital marketing course focuses on providing students with a strong foundation 
in digital marketing principles and practices. The course objectives are following- 


e Explore various digital marketing channels such as social media, email, SEO, and more. 

e Develop and implement effective digital marketing strategies. 

e Emphasize measurement and analysis of marketing performance for optimization. 

e Address legal and ethical considerations within the realm of digital marketing. 

e Engage in hands-on exercises and real-world projects to cultivate practical skills. 

e Acquire proficiency in internet setup and identify and mitigate computer threats. 

e Master the utilization of Google Accounts for marketing purposes. 

e Analyze the ethical landscape of the marketplace and comprehend implications of the 4th 
Industrial Revolution (4IR). 

e Excel in MS Excel for documentation and data analysis in marketing. 

e Explore job market trends and remote work opportunities within the digital marketing industry. 

e Develop insights into building a successful freelancing career in digital marketing. 

e Focus on English for Specific Purposes (ESP), encompassing reading, writing, listening, and 
speaking skills for effective communication in a marketing context. 


These objectives aim to equip students with a well-rounded skill set and knowledge base for a 
prosperous career in the dynamic field of digital marketing. 
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Learning Outcome: By the end of the course, participants will be able to- 

e Gain knowledge of tools and technologies utilized in digital marketing. 

e Understand consumer behavior within the digital context. 

e Measure and analyze marketing performance, optimizing campaigns for improved results. 
e Address legal and ethical considerations in digital marketing. 

e Develop practical skills through hands-on exercises and real-world projects. 

e Establish a robust foundation in digital skills and graphic design principles. 

e Set up and troubleshoot internet connections, ensuring security against threats. 

e Manage Google Accounts proficiently for marketing purposes. 

e Utilize social media effectively to enhance marketing strategies. 

e Apply ethical practices in the dynamic marketplace. 

e Comprehend the impact of the Fourth Industrial Revolution (4IR) on the industry. 
e Showcase proficiency in MS Excel for documentation and presentations. 

e Navigate the job market and various freelance platforms. 

e Create compelling Fiverr gigs to attract potential clients. 

e Demonstrate excellence in remote work settings while upholding professionalism. 
e Develop skills in creating visually appealing designs using industry-standard software. 
e Prepare for job interviews, including CV and cover letter writing skills. 

e Craft formal emails and communication strategies. 

e Respond confidently and politely to common interview questions. 

e Learn business etiquette and effective presentation techniques. 

e Utilize formal language to maintain politeness in communication. 


Overall, this comprehensive course empowers students to thrive in the digital economy by 
providing them with practical knowledge and skills to succeed in various digital domains. 
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1.1 Introduction to DoICT: 


DoICT Bangladesh is the Department of Information and Communication Technology, which is a 
government agency of Bangladesh responsible for the country's digital transformation. The 
department is under the Ministry of Posts, Telecommunications, and Information Technology, and 
it plays a crucial role in implementing the government's Digital Bangladesh vision. 


DoICT Bangladesh's primary goal is to establish Bangladesh as a knowledge-based society by 
utilizing digital technologies. The department focuses on providing policy and regulatory 
frameworks, infrastructure, and services to promote ICT-enabled development in Bangladesh. It 
also plays an important role in implementing various government initiatives related to ICT, 
including e-governance, digital inclusion, and cybersecurity. 


One of the key initiatives of DoICT Bangladesh is to ensure the availability of affordable and 
reliable internet connectivity throughout the country. The department has been working to increase 
the availability of broadband internet services in rural areas through various initiatives, such as the 
National Broadband Plan and the Village Computer and Internet Program. The department has 
also been working to improve the country's digital infrastructure, including building the necessary 
ICT infrastructure, promoting the use of e-commerce, and implementing the National Payment 


Mz 
mii 


DoICT 


Image: DoICT official Logo 


DoICT Bangladesh has also been involved in promoting the development of the country's ICT 
sector. The department has implemented various programs to support the growth of the country's 
IT industry, including the Innovation Design and Entrepreneurship Academy, the Digital World 
Exhibition, and the Bangladesh ICT Awards. These initiatives aim to promote innovation, 
entrepreneurship, and skill development in the ICT sector, creating new opportunities for 
Bangladeshi entrepreneurs and businesses. 


Last but not least, DoICT Bangladesh is a vital agency responsible for Bangladesh's digital 
transformation. Through its various initiatives, the department is playing a key role in improving 
internet connectivity, developing digital infrastructure, and promoting the growth of the country's 
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ICT sector. These efforts are helping to establish Bangladesh as a leading digital economy in South 
Asia, creating new opportunities for businesses, entrepreneurs, and citizens alike. 


Projects of DoICT: 

1. Sheikh Russell Digital Lab Establishment Project (2nd Phase) (July 2020 - June 2023) 
2. Digital Connectivity (EDC) Project (December 2021 - November 2025) 

3. Digital Connectivity (EDC) Project (December 2021 - November 2025) 


4. Her Power Project: Empowering women with the help of technology (July 2022 - June 2025) 


Her Power Project: Empowerment of Women Through ICT Frontier Initiative 
Program 


Introduction: The Her Power Project is making a significant impact in Bangladesh, where gender 
inequality is still prevalent. By empowering women with the skills and resources they need to 
participate in the digital economy, the project is helping to create a more equitable and inclusive 
society. The Her Power Project works to bridge the gender digital divide in Bangladesh by 
providing women with access to technology, training, and employment opportunities. The project 
offers a range of programs and services to empower women, including digital literacy training, 
coding, and programming classes, and job placement assistance. 


Background: The revolutionary vision of the current government ‘Digital Bangladesh — Vision 
2021’ was envisaged to ensure women's empowerment, establish transparency, accountability and 
good governance at every level and sector, connect citizens and reach pro-poor services to the 
citizens’ doorstep even in the remotest corners of Bangladesh. For the realization of the vision, it 
can be justifiably said that ICT will play a vital role in this regard. The government is patronizing 
tremendously for stimulating ICT related activities in the country through different government 
bodies. 


Bangladesh is a densely populated country and half of her total population is women. Development 
in all spheres of this vast population is highly needed to ensure long-term economic stability and 
prosperity as a priority. Women empowerment is therefore a development challenge for ours as 
most of the women are not involved in ICT related activities. Under the Digital Bangladesh policy 
of the Government and the thrust sector initiative an atmosphere exists for accelerated growth and 
meaningful engagement through active interaction and transforming country into middle income 
economy and achieve Vision 2021 by ensuring the full participation of women in economic 
activities. Considering that goals and visions through the accomplished Project “SHE POWER 
PROJECT: Sustainable Development for Women Through ICT”, 6,720 women got eight and half 
month’s training and internee and become able to develop career as entrepreneurs of ICT Business. 


27|Page 


The She Power project was designed especially for women in 21 districts of Bangladesh on pilot 
basis. It has widened the scope for women to be oriented with ICT based knowledge through 
training. It has also formed a platform for women who have interest to work in IT sector in 
Bangladesh. And abroad. Through this project, Governments view to transform Bangladesh into a 
technology based one by 2021 is achieved also by developing 10,500 IT skilled women. After 
getting training and internship Women trainees abled to use the internet. Women entrepreneurs 
have been increased in number who are also contributing to our national income. Through this 
project, 10,500 women have trained throughout 21 greater districts of our country. 


To spread the benefits and impacts of the project across the country SHE POWER PROJECT: 
Sustainable Development for Women Through ICT (Phase - 2) project will be implemented in 
total 130 upazillas of the remaining 63 districts for the elimination of gender discrimination and 
elimination of poverty at the marginal level which will be possible by empowering a significant 
number of women in the society. The major goal of Phase-2 of this project is to ensure sustainable 
empowerment of women as self-employed and entrepreneurship by enhancing their skills through 
utilizing the best secure of information technology. 


Considering the fact that employment in the ICT sector is really useful for women, this project 
will create opportunities to reduce gender discrimination. The market for freelancers is evolving 
all over the world. Bangladesh also has a position in this sector. Freelancers in the country are 
working efficiently. Skilled women in the IT sector can do this at home or in the office. 
Entrepreneurs can also help women to move forward in this sector (website design, graphics 
design, software development, data entry, mobile app). 


Moreover, various hardware companies in the IT sector are currently operating in Bangladesh. 
Their products include computers, laptops, printers, and many different types of cell phones. This 
sector is generating huge employment in the country. The IT sector is very useful for women. This 
requires skilled manpower. Through this project, women will receive proper training and will be 
able to involve themselves in this work. 


Finally, in the modern business world the prospect of call center agents is invincible and new 
opportunities are being created day by day. A call center agent also looks after accounting, 
listening to customer complaints and guides them accordingly considering their issues. Through 
this extensive training women could contact the call center to get in touch with company 
representatives. The project is aimed at improving the skills of women considering these 
opportunities. 
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Objectives of Her Power project: 


Under this project, elimination of gender discrimination and elimination of poverty at the marginal 
level will be possible by empowering a significant number of women in the society. 


e Raise awareness at the national level on the importance of women empowerment through ICT. 

e Creating a self-reliant female generation through increased capacity and participation of 

e women in the ICT sectors. 

e Increasing women self-employment and women entrepreneurship through ICT. 

e To improve the aforementioned statistics of women information-technology experts and 
women entrepreneurs through the participation of women in economic activities. 

e This project will create a bridge between today's icon and the women technicians of the future. 
Pioneers of national and international level, IT professionals and IT entrepreneurs will be part 
of this project. By coming in contact with them, future ICT experts and entrepreneurs will 
become confident. 

e For the development of women through networking, training, and mentoring, sustainable 
communication will be arranged to enhance women's connection at the international level. 


Outcomes of Her Power project: 


e Through the use of Information Technology (IT), women will acquire skills, leading to the new 
job opportunities and increased participation of women in economic activities. At the sub- 
district level, women workers and entrepreneurs will be trained in IT-related subjects to make 
them proficient in technology. 

e Furthermore, the training of women at the sub-district level will result in enhanced social 
awareness and socio-economic development. Upon completion of the training, a platform will 
be established for successful women to connect with each other, exchange experiences, seek 
advice on IT-related issues, create networks, and ensure opportunities for new employment. 

e Partnerships between government and non-governmental organizations will guarantee the 
continued development of IT skills among women at the sub-district level through subsequent 
job placements and guidance. This will ensure sustainable and rapid progress in the IT sector. 


e And most important If women are empowered then there will be less chance of unemployment 
in the female population which will eventually lead to lower economic growth of the country. 
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At a glance notable event of DoICT 


Pictures related to the inauguration of Sheikh Russell Digital Lab and various activities. 
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BPO Summit Bangladesh — 2018 
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Celebration of International Women's Day, 2022 at the Head Office of DoICT 
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1.2 Smart Bangladesh 2041 


BANGLADESH 


Smart Smart Smart Smart 


Citizens Government Economy Society 


"Smart Bangladesh 2041" is a vision and development plan formulated by the Government of 
Bangladesh to transform the country into a knowledge-based and technology-driven society by the 
year 2041. The initiative aims to leverage the power of information and communication technology 


(ICT) to achieve sustainable economic growth, social development, and good governance. Here 
are some key aspects of the Smart Bangladesh 2041 vision: 


1. 


Digital Transformation: The vision emphasizes the widespread adoption and integration 
of digital technologies across various sectors of the economy and society. It aims to 
promote digital literacy, connectivity, and accessibility to ensure that all citizens can 
benefit from the digital revolution. 

Economic Growth: Smart Bangladesh 2041 seeks to boost economic growth by 
leveraging digital technologies and innovation. It aims to foster a conducive environment 
for startups, entrepreneurship, and investment in the ICT sector. The plan also focuses on 
expanding the country's export of ICT products and services. 

E-Governance: The initiative aims to enhance government efficiency, transparency, and 
citizen services through the implementation of e-governance. It envisions a digital 
government where citizens can access public services online, participate in decision- 
making processes, and experience streamlined administrative procedures. 

Digital Infrastructure: Smart Bangladesh 2041 places great importance on building 
robust and resilient digital infrastructure. This includes expanding broadband connectivity, 
improving network quality and coverage, and ensuring access to affordable internet 
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services across the country. The plan also aims to develop data centers, innovation hubs, 
and technology parks to support the growth of the ICT sector. 

Human Resource Development: The vision emphasizes the development of a skilled 
workforce in emerging technologies such as artificial intelligence, big data analytics, and 
robotics. It aims to strengthen the education system, promote ICT education and vocational 
training, and foster research and development capabilities to nurture a knowledge-driven 
society. 

Social Development: Smart Bangladesh 2041 aims to utilize ICT to improve social 
development indicators, including healthcare, education, agriculture, and disaster 
management. It envisions the use of digital solutions to enhance access to quality 
healthcare services, promote e-learning and digital education, modernize agriculture 
practices, and enhance disaster preparedness and response. 

Cybersecurity and Data Privacy: The vision recognizes the importance of cybersecurity 
and data protection in the digital era. It aims to strengthen cybersecurity measures, develop 
robust legal frameworks for data protection, and promote awareness among individuals, 
organizations, and government entities to safeguard digital systems and privacy. 


Smart Bangladesh 2041 represents the government's long-term vision to harness the 
potential of ICT to accelerate economic progress, improve governance, and enhance the 
overall quality of life for its citizens. Implementation of this vision requires collaboration 
between the government, private sector, academia, and civil society to create an inclusive 
and sustainable digital ecosystem. 
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Overview of the ICT act and digital security act 


The Information and Communication Technology (ICT) Act and the Digital Security Act are two 
significant pieces of legislation related to information and digital security in Bangladesh. Here's 
an overview of each act: 

1.Information and Communication Technology (ICT) Act (2006): The ICT Act was enacted in 
2006 to address various issues related to information and communication technology in 
Bangladesh. Its primary objective is to regulate and govern electronic communication, digital 
transactions, and online activities. Key features of the ICT Act include. 


e Cybercrime Offenses: The act defines and criminalizes several cybercrimes, including 
unauthorized access to computer systems, hacking, spreading offensive or false 
information, damaging computer data, and identity theft. 

e Penalties and Punishments: The ICT Act prescribes penalties and punishments for 
offenses outlined within the act. Offenders can face imprisonment, fines, or both, 
depending on the severity of the crime. 

e Digital Signature: The act recognizes digital signatures as legally binding, providing a 
framework for their usage in electronic transactions and communications. 

e Regulatory Authority: The ICT Act establishes the Bangladesh Telecommunication 
Regulatory Commission (BTRC) as the regulatory authority responsible for overseeing and 
enforcing the provisions of the act. 
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2.Digital Security Act (DSA) (2018): The Digital Security Act was introduced in 2018 as a 
replacement for the Information and Communication Technology (ICT) Act of 2006. Its primary 
purpose is to address digital offenses, ensure cybersecurity, and safeguard digital data in 


Bangladesh. Key aspects of the Digital Security Act include. 


Cybercrime Offenses: The DSA outlines various cybercrime offenses, including 
spreading propaganda, inciting hatred, defaming individuals, or the state, damaging 
religious sentiments, and unauthorized access to sensitive information. 

Freedom of Expression: Critics argue that the DSA has provisions that could potentially 
restrict freedom of expression, as it empowers law enforcement agencies to act against 
individuals or organizations deemed to be spreading "rumors" or "propaganda" online. 
Investigation and Prosecution: The DSA grants authorities’ powers to investigate, 
search, and arrest individuals suspected of committing digital offenses. It also outlines 
procedures for the prosecution and trial of offenders. 

Penalties and Punishments: The act specifies penalties, including imprisonment and 
fines, for different offenses. The severity of punishment varies depending on the nature and 
gravity of the offense. 

Government Surveillance: The DSA allows law enforcement agencies to intercept and 
monitor digital communications in certain circumstances, raising concerns regarding 
privacy and surveillance. 


It's important to note that while the acts aim to address cybercrime and ensure digital security, 
there have been criticisms from various quarters, including human rights organizations, 
regarding the potential misuse of these acts to stifle freedom of expression and target individuals 
critical of the government. 
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1.3 Basic Concepts of Freelancing & Outsourcing: 


A. What is freelancing? 


WHAT ISS 


FREELANCING 0 


Freelancing is a type of work where individuals work as self-employed professionals, offering 
their services to clients on a project-by-project basis rather than being employed by a company on 
a full-time basis. Freelancers work independently and typically offer their services remotely, which 
allows them to work for clients from all over the world. 

For example, a freelance graphic designer might work on a project for a client to design a logo, 
brochure, or website. They would communicate with the client to understand their requirements, 
provide design concepts, and make revisions as needed until the final product is delivered. The 
freelancer sets their own schedule and pricing and may work on multiple projects at the same time 
for different clients. Freelancing offers flexibility, independence, and the opportunity to work on 
a variety of projects with a diverse range of clients. 


There are various types of freelancing, some of which include: 


1. Writing and Content Creation: This involves freelance writers, editors, and content 
creators who work on creating and editing content for websites, blogs, magazines, and 
other publications. 

2. Graphic Design: Graphic designers are hired for creating digital or print designs, 
including logos, flyers, brochures, social media posts, and more. 
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3. Web Development: Freelance web developers work on designing and building 
websites for clients. They may specialize in front-end development or back-end 
development. 

4. Digital Marketing: Freelance digital marketers help businesses to promote their brand 
online using strategies like SEO, social media marketing, email marketing, PPC 
advertising, and more. 

5. Photography and Videography: Freelance photographers and videographers are 
hired for creating high-quality photos and videos for various purposes, including 
events, product shoots, and social media marketing. 

6. Consulting: Freelance consultants offer their expertise in a specific area, such as 
business management, HR, finance, or legal consulting. 


These are just a few examples of the many types of freelancing available. Freelancing offers a 


flexible career path for individuals to work in their field of expertise and earn a living on their own 
terms. 
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B. Marketplaces 
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Freelancing marketplaces are platforms that connect clients with freelancers who can provide the 
services they need. These platforms serve as a meeting place for businesses, entrepreneurs, and 
individuals who need work done and freelancers who can offer their skills and services. 

There are several types of freelancing marketplaces: 


1. General Freelance Marketplaces: These are platforms that offer a wide range of 
freelance services. They allow clients to post their project requirements and invite 
freelancers to bid on the project. Examples of general freelance marketplaces include 
Upwork, Freelancer.com, and Guru. 

2. Niche Freelance Marketplaces: These are platforms that specialize in a particular 
type of freelance service. Examples include Toptal for top-tier software developers, 
99designs for graphic designers, and Voices for voice-over artists. 

3. Gig Marketplaces: These platforms allow freelancers to offer their services in the 
form of "gigs" or short-term projects. Examples include Fiverr, Task Rabbit, and 
Thumbtack. 


4. Industry-Specific Marketplaces: These are platforms that connect businesses with 
specialized freelancers within a particular industry. Examples include Mediabistro for 
media professionals, AngelList for startup founders, and Hirable for tech 
professionals. 

5. Local Freelance Marketplaces: These platforms connect clients with freelancers in 
their local area. Examples include Craigslist and LocalSolo. 


40|Page 


In conclusion, freelancing marketplaces offer a variety of options for businesses and individuals 
looking to hire freelancers for their projects. The types of marketplaces available ensure that there 
is a platform for every type of freelance service and industry. 


There are many marketplaces available for freelancers to find work, but some of the most popular 


ones are. 

1. Upwork: Upwork is one of the largest and most well-known freelance marketplaces. It 
offers a variety of jobs in different categories like writing, design, programming, and more. 

2. Fiverr: Fiverr is a platform that offers freelance services in various categories, such as 
design, writing, translation, video editing, and more. Freelancers offer their services in the 
form of "gigs," which clients can purchase for a set price. 

3. Freelancer.com: Freelancer.com is another popular freelance marketplace where clients 
can post jobs and freelancers can bid on them. It offers a variety of jobs in categories like 
writing, programming, design, and more. 

4. Guru: Guru is a platform that connects freelancers with clients in various industries like 
technology, design, marketing, and more. It offers features like project management tools 
and a messaging system to help clients and freelancers communicate. 

5. Toptal: Toptal is a marketplace for freelancers who specialize in software development, 


design, and finance. It is known for its rigorous screening process to ensure that only the 
top 3% of freelancers are accepted onto the platform. 


These marketplaces offer a convenient way for freelancers to find work and for clients to find 
talented professionals to complete their projects. 
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1.4 Types of Jobs in Marketplaces 
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There are various types of jobs available in freelancing marketplaces, including. 


1. Graphic Design - Graphic design jobs are one of the most common types of freelance jobs. 
This job involves creating visual content for various mediums such as websites, 
advertisements, social media, and other digital platforms. 

2. Content Writing - Content writing is a broad category that includes writing for various 
mediums, such as blogs, articles, whitepapers, eBooks, and more. This type of job requires 
strong writing skills and the ability to write engaging content on various topics. 

3. Web Development - Web development involves creating, designing, and maintaining 
websites. This type of job requires proficiency in programming languages such as HTML, 
CSS, JavaScript, and more. 

4. Virtual Assistance - Virtual assistance involves providing administrative support to clients, 
including tasks such as email management, scheduling appointments, social media 
management, and more. 

5. Digital Marketing - Digital marketing is a vast field that includes various jobs such as social 
media management, search engine optimization (SEO), pay-per-click advertising (PPC), email 
marketing, and more. This type of job requires knowledge of digital marketing techniques and 
strategies. 

6. Video Editing - Video editing involves editing raw video footage to create high-quality videos 
for various platforms such as YouTube, social media, and other digital platforms. This type of 
job requires proficiency in video editing software such as Adobe Premiere Pro, Final Cut Pro, 
and more. 
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7. 


10. 


Translation - Translation involves translating written or spoken content from one language to 
another. This type of job requires proficiency in multiple languages and the ability to accurately 
convey the meaning of the content in the target language. 

Mobile App Development - Mobile app development involves designing, coding, and testing 
mobile applications for various platforms such as iOS and Android. This type of job requires 
proficiency in programming languages such as Swift, Java, and more. 

Audio Editing - Audio editing involves editing audio files to create high-quality audio content 
for various platforms such as podcasts, radio, and other digital platforms. This type of job 
requires proficiency in audio editing software such as Audacity, Adobe Audition, and more. 
Accounting and Bookkeeping - Accounting and bookkeeping involve managing financial 
transactions, preparing financial statements, and other financial tasks for clients. This type of 
job requires knowledge of accounting principles and software such as QuickBooks, Xero, and 
more. 
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1.5 Portfolio and branding 


Portfolio: 


A portfolio is a collection of work samples, achievements, and projects that showcase an 


individual's or a company's skills, expertise, and experience. It serves as a visual representation of 
one's capabilities and accomplishments and is commonly used by professionals in various fields 
such as design, photography, writing, and marketing. 

Key aspects of a portfolio include. 

a. Work Samples: A portfolio typically includes a selection of the best examples of previous work 
or projects completed by an individual or company. These samples should demonstrate the quality 
of work, creativity, problem-solving abilities, and relevant skills. 

b. Organization and Presentation: A well-organized portfolio presents the work samples in a 
logical and visually appealing manner. It may include descriptions, captions, and context to 
provide a better understanding of each project. 

c. Diversity and Specialization: A portfolio can showcase a range of work to demonstrate 
versatility, or it may focus on a specific niche or specialization to highlight expertise in a particular 
area. 

d. Continuous Updates: Portfolios should be regularly updated to include recent projects and 
achievements. It's important to maintain relevance and showcase current skills and capabilities. 

e. Digital Portfolios: In today's digital age, portfolios are commonly created and shared online 
through websites, blogs, or specialized platforms. Digital portfolios offer the advantage of easy 
accessibility, the ability to include multimedia elements and wider reach to potential clients or 
employers. 
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Branding: Branding is essential for freelancers in Bangladesh, just as it is for freelancers 
anywhere in the world. Building a strong brand helps freelancers to create a professional image. 
Clients are more likely to trust and hire freelancers who present themselves as reliable, credible, 
and experienced professionals. A strong brand attracts clients who resonate with the freelancer's 
values, style, and expertise. Clients often prefer to work with freelancers they trust. A consistent 
and well-crafted brand message creates a sense of reliability and credibility, making clients feel 
more comfortable hiring a freelancer. 


In a country like Bangladesh, where the freelance market is growing rapidly and competition is 
increasing, effective branding becomes even more critical to help freelancers succeed and thrive 


in their chosen field. 


Branding refers to the process of creating a unique identity and image for a company, product, or 
individual. It involves shaping perceptions, emotions, and experiences associated with the brand 
to differentiate it from competitors and establish a distinct position in the market. 

Key aspects of branding include. 

a. Brand Identity: This includes the visual elements that represent the brand, such as the logo, 
colors, typography, and overall design. These elements should align with the brand's personality, 
values, and target audience. 

b. Brand Messaging: Branding involves defining the brand's voice, tone, and messaging strategy. 
It includes crafting compelling brand stories, taglines, and key messages that resonate with the 
target audience and communicates the brand's unique value proposition. 

c. Consistency: Consistency is crucial in branding to establish recognition and build trust. All 
brand touchpoints, including marketing materials, website, social media, and customer 
interactions, should consistently reflect the brand's identity and values. 

d. Brand Experience: Successful branding goes beyond visual elements and messaging. It 
involves creating a positive and memorable experience for customers at every interaction with the 
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brand. This includes factors such as customer service, product quality, packaging, and user 
experience. 

e. Brand Reputation: Branding is also closely tied to the reputation and perception of the brand 
in the market. Building a strong brand requires consistently delivering on promises, providing 
value, and fostering positive relationships with customers, stakeholders, and the wider community. 
Both portfolio and branding play significant roles in establishing credibility, attracting clients or 
customers, and differentiating oneself or a business from competitors. A well-crafted portfolio 
combined with a strong and consistent brand can create an impression and contribute to long-term 
SUCCESS. 


1.6 Payment Method 
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Payment 
Methods: 


Best Practices & Examples 


As a freelancer, it's crucial to offer multiple payment methods to cater to the diverse preferences 

of your clients. Here are several common payment methods freelancers often use: 

1. Bank Transfer: Bank transfers involve transferring funds directly from the client's bank 
account to the freelancer's bank account. This method is widely accepted and allows for secure 
and direct transactions. Provide your bank account details to clients who prefer this option. 

2. PayPal: PayPal is a widely recognized and trusted online payment platform. It allows 
freelancers to send invoices, receive payments, and transfer funds to their bank accounts. 
PayPal offers convenience, global accessibility, and multiple currency options. Note that 
PayPal charges transaction fees. 

3. Wire Transfer: Wire transfers involve electronically transferring funds from one bank account 
to another. This method is commonly used for international payments. Ensure that you share 
the necessary bank details, including routing numbers and SWIFT codes, with clients opting 
for wire transfers. 
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Payment Gateways: Payment gateway providers, such as Stripe, 2Checkout, and 
authorize.Net, enable freelancers to accept credit card payments securely. These services 
integrate with your website or invoicing system and handle the payment process on your 
behalf. Payment gateways often charge transaction fees. 

Online Payment Platforms: Apart from PayPal, other online payment platforms like Venmo, 
Google Pay, and Apple Pay can be convenient options. These platforms allow clients to make 
payments directly from their mobile devices, making transactions quick and easy. 
Cryptocurrencies: Some freelancers embrace cryptocurrencies like Bitcoin, Ethereum, or 
Litecoin as alternative payment methods. Cryptocurrencies offer decentralized and borderless 
transactions, but they may involve higher volatility and require both parties to have a crypto 
wallet. 

Mobile Wallets: Mobile wallets like Alipay, WeChat Pay, and Cash App are popular in 
specific regions or countries. If you work with clients from these areas, offering mobile wallet 
payment options can be advantageous. 

Escrow Services: Escrow services, such as Escrow.com or Upwork's escrow system, act as 
intermediaries to secure payments. Clients deposit funds into an escrow account, which is 
released to the freelancer upon completion of the project. This method ensures a secure 
transaction for both parties. 

Checks: While less common in the digital age, some clients may still prefer to pay freelancers 
by sending physical checks. If you opt for this method, ensure to provide your mailing address, 
and consider any potential delays in receiving and processing the payment. 


When selecting payment methods, consider factors such as transaction fees, security, 
convenience, and the preferences of your target clients. Offering a variety of options can 
enhance your professionalism and make it easier for clients to pay you promptly and 


comfortably. 


47|Page 


1.7 Pricing 
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Marketing place work pricing is an important aspect to consider when working as a freelancer in 
online marketplaces. There are different ways of pricing your work, and it ultimately depends on 
your skill level, the complexity of the project, and the market demand. Here are some common 
pricing models used in online marketplaces: 


1. Hourly rate: In this model, you charge the client for every hour you work on their project. 
This model is suitable for projects with an undefined scope and duration. 

2. Fixed price: In this model, you agree with the client on a fixed price for the entire project. 
This model is suitable for projects with a well-defined scope and duration. 

3. Project-based pricing: This model is similar to fixed pricing, but you break down the project 
into smaller milestones or deliverables and agree on a price for each. 

4. Value-based pricing: In this model, you charge the client based on the value you bring to their 
business, rather than the time or effort you put in. 


When pricing your work, it is important to consider the market demand for your skillset, your 
experience level, and the competition. You should also factor in your own costs, such as overhead 
expenses and taxes. 


In addition to pricing your work, it is also important to communicate clearly with the client 
about the scope of work, deliverables, and timeline. This helps avoid any misunderstandings 


or conflicts during the project. Regular communication and updates throughout the project 
can also help build trust and a strong relationship with the client. 
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2.1 Introduction to Windows 
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Windows is a popular operating system developed by Microsoft. It was first introduced in 1985 
and has since become the dominant operating system for personal computers around the world. 
Windows offers a user-friendly interface, a wide range of software applications, and support for a 
variety of hardware devices. 


Over the years, Windows has undergone several major updates and versions, including Windows 
95, Windows XP, Windows Vista, Windows 7, Windows 8, and Windows 10. Each version of 
Windows comes with its own unique features and improvements, including better security, 
improved performance, and more advanced applications. 


Windows is widely used by individuals, businesses, and organizations of all sizes for a variety of 
tasks, such as word processing, browsing the internet, managing files, editing photos and videos, 
and more. With its widespread availability and ease of use, Windows has become an essential part 
of the modern computing experience. 


Windows is a popular operating system developed by Microsoft Corporation. It is used by millions 

of people all over the world and is designed to run on a variety of devices, including desktops, 

laptops, tablets, and smartphones. Windows has been through several versions and updates over 

the years. 

Here's a brief overview of some of the major versions of Windows: 

1. Windows 1.0 (1985) - The first version of Windows was released in 1985. It was not very 
popular, as it was slow and lacked important features. 

2. Windows 2.0 (1987) - The second version of Windows was released in 1987. It was more 
popular than its predecessor and introduced features such as the ability to overlap windows. 
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12. 


13. 


Windows 3.0 (1990) - Windows 3.0 was a major update to Windows and was released in 1990. 
It introduced many new features, such as improved graphics and support for virtual memory. 
Windows 95 (1995) - Windows 95 was a major release of Windows that introduced the iconic 
Start menu and taskbar. It was also the first version of Windows to include Internet Explorer. 


. Windows 98 (1998) - Windows 98 was released in 1998 and included many improvements 


over Windows 95, such as better USB support and improved performance. 

Windows 2000 (2000) - Windows 2000 was designed for business users and included many 
features that were not available in previous versions of Windows. It was also the first version 
of Windows to support Plug and Play. 

Windows XP (2001) - Windows XP was released in 2001 and became one of the most popular 
versions of Windows. It introduced the Luna visual style and was the first version of Windows 
to support Windows Genuine Advantage (WGA). 

Windows Vista (2006) - Windows Vista was released in 2006 and was not very popular due 
to its high system requirements and compatibility issues with certain software. 

Windows 7 (2009) - Windows 7 was released in 2009 and became very popular due to its 
improved performance and stability. 


. Windows 8 (2012) - Windows 8 was released in 2012 and introduced the Modern UI interface. 


It was designed to be used on both traditional computers and touchscreen devices. 


. Windows 8.1 (2013) - Windows 8.1 was an update to Windows 8 and included many 


improvements and new features, such as better search functionality and support for 3D 
printing. 

Windows 10 (2015) - Windows 10 is the latest version of Windows and was released in 2015. 
It includes many new features, such as Cortana, a virtual assistant, and the ability to run 
Universal Windows Platform (UWP) apps. Windows 10 is also updated regularly with new 
features and security updates through the Windows Update service. 

Windows 11 (2021) - Windows 11 is the latest version of the Windows operating system, 
released by Microsoft in October 2021. It is the successor to Windows 10 and is designed to 
provide a more streamlined and modern user experience. Some of the key features of Windows 
11 include a redesigned Start menu, a new Taskbar, improved virtual desktops, enhanced touch 
support, and support for Android apps. It also includes updates to security and privacy features. 
However, not all computers are compatible with Windows 11, and users may need to meet 
certain hardware requirements to upgrade. 
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2.2 Basic concepts of computer hardware 
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Computer hardware refers to the physical components of a computer system. These components 
are tangible and visible, unlike software, which is intangible. Some of the basic concepts of 
computer hardware include: 


1. 


Central Processing Unit (CPU): This is the brain of the computer and performs all the 
processing operations. It consists of an arithmetic logic unit (ALU) and a control unit (CU) 
and is responsible for executing instructions. 

Random Access Memory (RAM): RAM is a volatile memory that stores data temporarily 
while the computer is running. It is used to store data that the CPU is currently processing. 
Hard Disk Drive (HDD): An HDD is a non-volatile storage device used to store data 
permanently. It is used to store operating systems, software, and user files. 

Motherboard: The motherboard is the main printed circuit board in a computer. It connects 
all the components of the computer together. 

Power Supply Unit (PSU): The PSU is responsible for providing power to all the components 
of the computer. 

Input Devices: Input devices are used to input data into the computer. Examples include a 
keyboard, mouse, and scanner. 

Output Devices: Output devices are used to display the results of the processing. Examples 
include a monitor, printer, and speakers. 


There are many other hardware components of a computer system, including graphics cards, sound 
cards, network adapters, and more. These components work together to create a functional 
computer system. 
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2.3 Memory and Storage, Input Devices, Output Devices 
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Memory and storage are two essential components of a computer system. Memory is a temporary 
storage space where the computer stores the data that it is currently processing. On the other hand, 
storage is a more permanent form of memory where data is stored even when the computer is 
turned off. 

Examples of memory include RAM (Random Access Memory) and cache memory. RAM is used 
to store the data that the computer is currently processing, and cache memory is used to store 
frequently accessed data to speed up processing. 

Examples of storage devices include hard disk drives, solid-state drives, and external hard drives. 
These devices are used to store data for the long term, such as documents, photos, videos, and 
software programs. 
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Input devices are used to input data into the computer system. Examples of input devices include 
the keyboard, mouse, scanner, microphone, and camera. 

The keyboard is the most common input device used to type text and commands into the computer. 
The mouse is used to navigate the cursor on the screen and select items. A scanner is used to input 
physical documents and images into the computer, while a microphone and camera are used to 
input audio and visual data, respectively. 


BE 


Output Devices: 
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Output devices are used to display or output data from the computer system. Examples of output 
devices include the monitor, printer, and speakers. 

The monitor is used to display visual data such as text, images, and videos. A printer is used to 
print out hard copies of documents and images. Speakers are used to output audio data such as 
music or sound effects. 

Overall, memory and storage, input devices, and output devices are crucial components of a 
computer system that enable users to interact with and process data. 


54|Page 


3. Internet Set Up 
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A network is a group of computers, devices, or other objects that are connected together so that 
they can communicate and share resources. There are several types of networks, including Local 
Area Networks (LANs), Wide Area Networks (WANs), and Metropolitan Area Networks 
(MANS). 


3.1 LANs: LANs are networks that cover a small geographic area, typically a single building or 
campus. They are used to connect devices such as computers, printers, and servers to each other. 
3.2 WANs: WANS are networks that cover a large geographic area, such as a city, state, or country. 
They are used to connect devices across long distances and are often used by businesses to connect 
branch offices or remote employees. 

3.3 They are typically used to connect multiple LANs in a metropolitan area, such as a city. 

3.4 IP: IP (Internet Protocol) is the main protocol used for communicating over the Internet. It is 
a set of rules for how data is transmitted between devices over the Internet. 

3.5 WWW: The World Wide Web (www) is a system of interconnected documents and resources 
that are accessed through the Internet. It allows users to access information from anywhere in the 
world using a web browser. 

3.6 URL: URL (Uniform Resource Locator) is a web address that uniquely identifies a resource 
on the Internet. It typically consists of a protocol, domain name, and path to the resource. 

3.7 Internet: The Internet is a global network of interconnected computers and devices that use 
standard communication protocols to exchange information. 


Overall, these concepts are the building blocks of modern networking and allow people to connect 
with each other and access information from anywhere in the world. 
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4. Computer Threats and Safety 


4.1 Types of Internet Attacks 
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Misconfiguration is when 
there is an error in system 
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RANSOMWARE 


is a form of cyber-extortion 
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TRUST RELATIONSHIPS 


an attacker exploits the trust 
between two entities to gain 
unauthorized access to a 
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There are various types of Internet attacks that can target individuals, organizations, or systems. 
Here are some common types: 


1. 


Malware: Malware refers to any software intentionally designed to harm or exploit computer 
systems, networks, or users. Viruses, worms, trojans, ransomware, spyware, and adware are 
all examples of malware. Viruses infect files or programs and spread when those files or 
programs are executed. Worms self-replicate and spread over networks, often exploiting 
vulnerabilities. Trojans disguise themselves as legitimate software to deceive users into 
installing them. Ransomware encrypts files or locks devices, demanding a ransom for their 
release. Spyware monitors a user's activities without their knowledge. Adware displays 
unwanted advertisements to users. 


Phishing: Phishing attacks involve fraudulent emails, messages, or websites that mimic 
reputable sources to deceive recipients into revealing sensitive information. These attacks often 
impersonate well-known companies, financial institutions, or service providers. The goal is to 
trick users into providing passwords, credit card numbers, social security numbers, or other 
personal data. Phishing attacks can also lead users to fake websites where their information is 
harvested or trick them into downloading malware. 
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Denial of Service (DoS) and Distributed Denial of Service (DDoS) attacks: DoS attacks 
aim to disrupt or disable a targeted system, network, or website by overwhelming it with an 
excessive amount of traffic or requests. This flood of traffic makes it difficult for legitimate 
users to access the service. DDoS attacks are similar but involve multiple sources, often 
leveraging a botnet of compromised devices to launch the attack. DDoS attacks can cause 
significant downtime and financial losses for organizations. 


Man-in-the-Middle (MitM) attacks: In a MitM attack, an attacker intercepts communication 
between two parties who believe they are directly communicating with each other. The attacker 
secretly relays, alters, or monitors the communication, potentially capturing sensitive 
information or manipulating the data being transmitted. This can occur in various scenarios, 
such as unsecured Wi-Fi networks or compromised network infrastructure. 


SQL injection: SQL injection attacks exploit vulnerabilities in web applications that use SQL 
databases. Attackers insert malicious SQL code into user inputs, tricking the application into 
executing unintended database queries. This can result in unauthorized access to the database, 
disclosure of sensitive information, or manipulation of data. 


Cross-Site Scripting (XSS): XSS attacks occur when malicious scripts are injected into 
trusted websites or web applications. These scripts are then executed on the user's browser, 
allowing attackers to steal sensitive information, such as login credentials, or perform 
unauthorized actions on behalf of the user. XSS attacks commonly target websites that don't 
properly validate or sanitize user input. 

Ransomware: Ransomware is a type of malware that encrypts a victim's files or locks their 
device, making them inaccessible. Attackers demand a ransom payment, usually in 
cryptocurrencies, in exchange for providing the decryption key or unlocking the device. 
Ransomware often spreads through malicious email attachments, infected downloads, or 
exploit kits. 


Social Engineering: Social engineering attacks manipulate human psychology to deceive 
individuals into divulging sensitive information or performing actions that compromise 
security. This can involve impersonating a trusted person or organization, creating a pretext to 
gain the victim's trust, or using baiting techniques. Social engineering attacks often exploit 
human tendencies such as curiosity, helpfulness, or fear to trick victims into revealing 
passwords, providing access to secure areas, or downloading malware. 


Zero-day exploits: Zero-day exploits target vulnerabilities in software or systems that are 
unknown to the software vendor. Attackers exploit these vulnerabilities before the vendor 
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becomes aware of them or has time to release a patch. Zero-day exploits can cause significant 
damage as there is no available fix to protect against them. 


10. Password attacks: Password attacks aim to obtain user passwords through various means. 
Brute-force attacks systematically try all possible password combinations until the correct one 
is found. Dictionary attacks use pre-compiled lists of commonly used passwords or words to 
guess passwords. Credential stuffing leverages username and password combinations obtained 
from breaches in other systems to gain unauthorized access to other accounts. 


It's important to note that these descriptions provide a general overview of each type of attack, 
and there can be variations or combinations of these techniques. Cybersecurity professionals 


continually monitor and respond to new attack methods to safeguard against emerging 
threats. 
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6. Ethics 
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Ethics in terms of business refers to the set of moral principles and values that guide the behavior 
of individuals and organizations in the business world. Business ethics encompasses a wide range 
of issues, including social responsibility, corporate governance, employee rights, environmental 
protection, and fair business practices. 


In essence, business ethics involves making decisions and taking actions that are not only legally 
compliant but also morally and socially responsible. It involves considering the impact of business 
activities on stakeholders, such as customers, employees, suppliers, shareholders, and the broader 
community. 


Business ethics also involves ensuring that the organization operates in an honest and transparent 
manner, with a focus on integrity, accountability, and respect for the law. It requires individuals 
and organizations to act in accordance with ethical principles and to uphold high standards of 
conduct in all aspects of their operations. 


Overall, business ethics is essential for building and maintaining trust and credibility with 


stakeholders, promoting a positive corporate culture, and contributing to the sustainable 
development of society as a whole. 
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6.1 Ethics Of ICT 


ETHICAL 
AND: SOCIAL 


ISSUES IN ICT 


Ethics in Information and Communication Technology (ICT) refers to the moral principles and 
guidelines that govern the use, development, and application of technology in society. It 


encompasses ethical considerations related to privacy, security, access, transparency, and the 
social impact of ICT. Here are some key aspects of ethics in ICT: 


1. Privacy and Data Protection: Respecting the privacy of individuals and protecting their 
personal data is a fundamental ethical principle. It involves obtaining informed consent, 
securely storing and handling data, and ensuring that individuals have control over how their 
data is used. 

2. Security: Ensuring the security of information systems and data is essential. This includes 
implementing robust security measures, protecting against unauthorized access and breaches, 
and addressing vulnerabilities in software and hardware. 

3. Intellectual Property: Respecting intellectual property rights is crucial in ICT. It involves 
understanding and adhering to copyright laws, patents, trademarks, and licenses. Plagiarism 
and unauthorized use of software, digital content, or inventions are unethical practices. 

4. Accessibility and Digital Divide: Promoting equal access to technology and bridging the 
digital divide is an ethical consideration. Efforts should be made to ensure that ICT 
infrastructure, services, and content are accessible to all, including marginalized communities 
and individuals with disabilities. 

5. Transparency and Accountability: Transparency in the development, deployment, and use 
of ICT systems is important. Organizations should provide clear information about their 
practices, algorithms, and decision-making processes. They should also be accountable for any 
adverse consequences arising from their use of technology. 
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6. Bias and Discrimination: Awareness of and mitigation against biases in technology, such as 
algorithmic bias or discriminatory design, is essential. Ethical considerations include ensuring 
fairness, avoiding discrimination, and promoting inclusivity in ICT systems and applications. 

7. Social Impact: Ethical ICT practices take into account the broader social impact of 
technology. This involves assessing and minimizing negative consequences, addressing issues 
of digital addiction, promoting digital literacy, and considering the impact on employment and 
societal structures. 

8. Ethical AI and Automation: As AI and automation advance, ethical considerations become 
crucial. Ensuring ethical development and use of AI involves avoiding bias, transparency in 
decision-making algorithms, accountability for Al-driven actions, and considering the societal 
implications of autonomous systems. 

9. Digital Responsibility: Individuals and organizations have a responsibility to use technology 
ethically. This includes avoiding cyberbullying, online harassment, spreading false 
information, and engaging in unethical hacking or cybercrime. 


Ethics in ICT is an evolving field as technology advances and new ethical challenges arise. It 
is important for individuals, organizations, and policymakers to promote ethical awareness, 
establish guidelines, and foster a culture of responsible and ethical technology use to ensure a 
positive and beneficial impact of ICT on society. 


6.2 Ethics in the Workplace: 
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There are several parameters that can be used to find or describe ethics in the workplace. Here are 
some key parameters: 
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Integrity: This refers to the quality of being honest, ethical, and trustworthy. An organization that 
values integrity will ensure that its employees act with honesty, fairness, and transparency in all 
their dealings. 


Respect: Respect involves treating others with dignity, courtesy, and consideration. An ethical 
workplace will foster an environment of mutual respect among employees, regardless of their role 
or position. 


Responsibility: Responsibility means being accountable for one's actions and decisions. An 
ethical workplace will ensure that employees take responsibility for their work and their impact on 
others and that they are held accountable for any mistakes or misconduct. 


Fairness: Fairness refers to treating all employees equally and impartially, without discrimination 
or favoritism. An ethical workplace will ensure that all employees are treated fairly and have equal 
opportunities for advancement and recognition. 


Sustainability: Sustainability involves balancing economic, social, and environmental concerns 
to ensure the long-term well-being of the organization and society as a whole. An ethical workplace 
will prioritize sustainability and work to minimize its environmental impact, while also 
contributing to the well-being of the communities in which it operates. 


By focusing on these parameters, an organization can create a workplace culture that values ethics, 
integrity, and responsibility, and that promotes a positive impact on society as a whole. 


6.3 Ethics in Online Marketplaces 


Measuring ethics in online marketplaces can be challenging, but there are several parameters that 
can be used to assess the ethical practices of these platforms. Here are some key parameters: 


Privacy: Privacy is a fundamental ethical concern in online marketplaces. Platforms should have 
clear policies regarding the collection and use of user data and should take steps to protect user 
privacy and security. 


Trust and safety: Trust and safety are critical for the success of online marketplaces. Platforms 
should have systems in place to prevent fraud, scams, and other forms of abuse, and should take 
swift action to address any violations of their policies. 


Transparency: Transparency is essential for building trust with users. Platforms should be 


transparent about their policies, procedures, and fees, and should provide clear and accurate 
information about products, services, and sellers. 
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Fairness: Fairness is an important ethical consideration in online marketplaces. Platforms should 
ensure that all sellers and buyers are treated fairly and that they have equal opportunities to 
succeed. 


Responsiveness: Responsiveness is crucial for addressing user concerns and complaints. 
Platforms should have clear and effective systems for handling user feedback and should be 
responsive to user needs and concerns. 


Social responsibility: Social responsibility involves considering the impact of online 
marketplaces on society as a whole. Platforms should be committed to promoting ethical business 
practices, minimizing their environmental impact, and contributing to the well-being of the 
communities in which they operate. 

By focusing on these parameters, online marketplaces can create a culture that values ethics and 
responsibility, and that promotes a positive impact on society as a whole. 
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7.Fourth Industrial Revolution (4IR) 


7.1 Concepts of 4IR 
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The Fourth Industrial Revolution (4IR) is a concept that refers to the ongoing transformation of 
society and industries through the integration of digital technologies, automation, artificial 
intelligence, and data-driven innovation. In the context of Bangladesh, several concepts and 
initiatives related to 4IR are being pursued to drive economic growth, enhance productivity, and 
address social challenges. Here are some key concepts and initiatives of 4IR in Bangladesh: 


1. 


Digital Bangladesh: The Digital Bangladesh initiative, launched in 2009, aims to transform 
Bangladesh into a knowledge-based society by leveraging ICT and digital technologies. It 
focuses on expanding internet connectivity, promoting e-governance, enhancing digital 
literacy, and driving digital innovation across various sectors. 

ICT Infrastructure Development: Bangladesh is investing in the development of ICT 
infrastructure to support the growth of 4IR technologies. Initiatives include expanding 
broadband internet coverage, enhancing data center capacities, and establishing high-tech 
parks and innovation hubs to foster technology-based entrepreneurship and innovation. 
Robotics and Automation: The adoption of robotics and automation technologies is gaining 
traction in Bangladesh. Industries such as textiles, manufacturing, and agriculture are exploring 
the use of robots to increase efficiency, productivity, and quality. Automation is also being 
applied in various service sectors, including banking, healthcare, and transportation. 
Artificial Intelligence (AI): Bangladesh is focusing on AI research and applications to drive 
innovation and economic growth. Initiatives include establishing AI research centers, 
promoting AI education, and encouraging Al-driven startups. AI is being used in areas such as 
healthcare diagnosis, agriculture optimization, traffic management, and chatbot-based 
customer service. 

Data Analytics: The utilization of big data and data analytics is gaining importance in 
Bangladesh. Industries and government agencies are leveraging data analytics to gain insights, 
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make informed decisions, and optimize operations. Data-driven approaches are being applied 
in areas such as agriculture, healthcare, transportation, and disaster management. 

6. Digital Entrepreneurship and Startups: The government and various organizations are 
fostering an ecosystem that supports digital entrepreneurship and startup growth. Initiatives 
include incubation centers, funding schemes, mentorship programs, and policy support to 
encourage innovative startups in emerging technology sectors. 

7. Skills Development: There is an emphasis on developing a skilled workforce capable of 
driving the 4IR transformation. Initiatives focus on enhancing digital literacy, promoting 
STEM education, and providing training in emerging technologies such as AI, data science, 
cybersecurity, and blockchain. 

8. Smart Cities: The concept of smart cities is being explored in Bangladesh, aiming to leverage 
technology and data to enhance urban planning, resource management, transportation, and 
citizen services. Smart city initiatives include the use of IoT devices, sensors, and data analytics 
to improve efficiency and the quality of life in urban areas. 

These concepts and initiatives demonstrate Bangladesh's commitment to embracing 4IR 

technologies and leveraging them to address socio-economic challenges and drive sustainable 

development. The government, private sector, academia, and civil society are working together to 
create an enabling environment for 4IR adoption and to harness the potential of digital innovation 
for the country's progress. 


7.2 4IR in Bangladesh 
Video Link: 


Fourth Industrial Revolution (4IR) | Innovation and Technology| 


In Bangladesh, the concept of the Fourth Industrial Revolution (4IR) is gaining attention as the 
country strives to embrace digital transformation and leverage emerging technologies for 
economic growth and social development. Here are some key aspects of 4IR in Bangladesh: 

1. Digital Transformation: Bangladesh is actively working towards digital transformation 
across various sectors. The government's Digital Bangladesh initiative aims to create a 
knowledge-based society by leveraging ICT and digital technologies. Efforts are underway to 
expand internet connectivity, improve digital literacy, and promote e-governance to enhance 
efficiency and transparency in public services. 

2. Industry 4.0: The principles of Industry 4.0, characterized by automation, data exchange, and 
advanced manufacturing technologies, are being embraced in Bangladesh. The country's 
manufacturing sector is increasingly adopting technologies like robotics, the Internet of Things 
(loT), and data analytics to improve productivity, optimize processes, and enhance 
competitiveness. 
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3. E-commerce and Digital Economy: The growth of e-commerce in Bangladesh is reshaping 
the economy. Online marketplaces, mobile payment systems, and digital financial services are 
gaining popularity, facilitating access to goods, services, and financial inclusion. The 
government has taken steps to create a conducive environment for e-commerce businesses and 
encourage digital entrepreneurship. 

4. Artificial Intelligence and Data Analytics: Bangladesh recognizes the potential of artificial 
intelligence (AI) and data analytics in driving innovation and addressing societal challenges. 
AI applications are being explored in the healthcare, agriculture, education, and customer 
service sectors. Data analytics is being utilized to extract insights, improve decision-making, 
and optimize operations in various industries. 

5. Startups and Innovation: The startup ecosystem in Bangladesh is flourishing, with a growing 
number of tech startups focusing on 4IR technologies. Incubators, accelerators, and funding 
initiatives are supporting entrepreneurs in developing innovative solutions and driving 
economic growth. The government is also promoting innovation hubs and creating policies to 
encourage startup growth and technology-driven entrepreneurship. 

6. Digital Skills Development: Skill development initiatives are a priority to equip the workforce 
with the necessary capabilities for 4IR. Bangladesh is emphasizing digital literacy programs, 
vocational training in emerging technologies, and university curricula updates to align with the 
demands of the digital age. Efforts are also being made to bridge the digital divide and ensure 
access to digital education in remote areas. 

7. Smart Cities and Infrastructure: The concept of smart cities is being explored in Bangladesh 
to improve urban planning, resource management, and citizen services. Initiatives include the 
use of IoT devices, sensor networks, and data analytics to enhance transportation systems, 
energy efficiency, waste management, and public safety. 

8. Cybersecurity and Digital Trust: As digital technologies advance, ensuring cybersecurity 
and building digital trust becomes critical. Bangladesh is focusing on strengthening 
cybersecurity measures, establishing legal frameworks for data protection, and promoting 
awareness among individuals and organizations to safeguard against cyber threats and protect 
digital privacy. 

By embracing 4IR concepts and technologies, Bangladesh aims to create a digitally empowered 

society, foster innovation, and entrepreneurship, and drive sustainable economic development. 

Collaboration between the government, private sector, academia, and civil society is key to 

realizing the full potential of 4IR and addressing challenges along the way. 
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7.3 4IR technologies 
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The Fourth Industrial Revolution (4IR) encompasses a range of emerging technologies that are 
transforming various industries and shaping the way we live and work. Here are some key 4IR 
technologies: 


1. 


Artificial Intelligence (AI): AI refers to the development of intelligent machines that can 
simulate human intelligence and perform tasks such as speech recognition, decision-making, 
and problem-solving. Machine learning, deep learning, and natural language processing are 
subfields of AI that enable computers to learn from data and improve their performance over 
time. 

Internet of Things (IoT): IoT involves connecting physical objects and devices to the internet, 
enabling them to collect and exchange data. This technology enables a network of 
interconnected devices to communicate and interact, leading to improved efficiency, 
automation, and data-driven insights across sectors such as healthcare, transportation, and 
manufacturing. 

Robotics: Robotics involves the design, development, and deployment of machines that can 
perform tasks autonomously or with minimal human intervention. Robots are used in 
manufacturing, healthcare, agriculture, and other industries to automate repetitive or hazardous 
tasks, increase productivity, and enhance precision. 

Big Data Analytics: Big data refers to the massive volume of structured and unstructured data 
that organizations accumulate. Big data analytics involves extracting valuable insights, 
patterns, and trends from this data to drive decision-making, optimize operations, and identify 
new opportunities. Advanced analytics techniques, including predictive analytics and data 
mining, are used to analyze and interpret big data. 

Blockchain: Blockchain is a decentralized and distributed ledger technology that securely 
records and verifies transactions. It ensures transparency, immutability, and trust by 
eliminating the need for intermediaries. Blockchain finds applications in areas such as financial 
services, supply chain management, voting systems, and digital identity verification. 


67|Page 


6. Virtual Reality (VR) and Augmented Reality (AR): VR creates a computer-generated 
immersive environment that simulates reality and allows users to interact with a virtual world. 
AR overlays digital information onto the real world, enhancing the user's perception and 
interaction with their environment. Both VR and AR find applications in entertainment, 
gaming, training, education, and design. 

7. 3D Printing: Also known as additive manufacturing, 3D printing enables the creation of 
physical objects by layering materials based on a digital model. This technology offers 
customization, rapid prototyping, and cost-effective production across industries such as 
healthcare, aerospace, automotive, and fashion. 

8. Biotechnology: Biotechnology involves using living organisms or their components to 
develop and create products and processes. It includes areas such as genetic engineering, 
biopharmaceuticals, bioinformatics, and agricultural biotechnology. Biotechnology plays a 
crucial role in healthcare, agriculture, environmental sustainability, and biofuel production. 

These technologies, among others, are shaping the future and driving transformative changes in 

various fields. The convergence of these technologies often leads to new opportunities and 

innovations, revolutionizing industries, and impacting society in profound ways. 
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11.Introduction to Digital Marketing 


11.1 What is Digital Marketing: Digital marketing refers to the use of digital channels, such as 
the internet, social media, search engines, email, and mobile devices, to promote products, 
services, and brands. It involves various online marketing techniques and strategies to reach and 
engage with target audiences, build brand awareness, drive website traffic, generate leads, and 
ultimately, achieve business goals. Digital marketing encompasses a wide range of activities, 
including search engine optimization (SEO), search engine marketing (SEM), content marketing, 
social media marketing, email marketing, influencer marketing, online advertising, and analytics. 


11.2 Area of Digital Marketing: The field of digital marketing encompasses several key areas, 
including: 


Digital Marketing Types 


Content Marketing 
Social Media Marketing q Ai (sto) Search Engine Optimization 


E-mail Marketing K Viral Marketing 
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TA Influencer Marketing 


e Search Engine Optimization (SEO): Optimizing websites and content to improve visibility 
and rankings in search engine results pages. 

e Search Engine Marketing (SEM): Running paid advertising campaigns on search engines to 
increase website traffic and conversions. 

e Social Media Marketing: Promoting brands and engaging with audiences through various 
social media platforms like Facebook, Instagram, Twitter, LinkedIn, etc. 

e Content Marketing: Creating and distributing valuable and relevant content to attract and 
engage target audiences, build brand authority, and drive conversions. 
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e Email Marketing: Sending targeted promotional messages and newsletters via email to 
nurture leads and maintain customer relationships. 

e Influencer Marketing: Collaborating with influential individuals on social media to promote 
products or services and reach their followers. 

e Online Advertising: Running paid advertisements on various digital platforms, such as search 
engines, social media, websites, and mobile apps. 

e Analytics and Data-driven Marketing: Using data analysis tools to measure and optimize 
marketing campaigns, track user behavior, and make data-driven decisions. 


11.3 Do & Don't of Digital Marketing: 


Digital marketing encompasses various strategies and practices to promote products or services 
online. To help you navigate this field effectively, here are some do's and don'ts of digital 
marketing: 


Do's of Digital Marketing: 


1. Define your goals: Clearly identify your objectives and what you want to achieve through digital 
marketing. Whether it's increasing brand awareness, driving website traffic, or generating leads, 
having clear goals will guide your strategy. 

2. Understand your audience: Research and analyze your target audience to gain insights into their 
demographics, preferences, and online behavior. This knowledge will allow you to tailor your 
marketing efforts and deliver relevant content. 

3. Create a comprehensive digital marketing strategy: Develop a well-thought-out plan that 
outlines your tactics, platforms, and messaging. Consider utilizing a mix of channels such as social 
media, email marketing, content marketing, search engine optimization (SEO), and paid 
advertising. 

4. Provide valuable content: Focus on creating high-quality and engaging content that resonates 
with your target audience. This could include blog posts, videos, infographics, and podcasts. 
Valuable content builds trust, establishes you as an authority, and encourages audience 
engagement. 

5. Optimize for search engines: Implement SEO techniques to improve your website's visibility in 
search engine results. This involves using relevant keywords, optimizing page titles and meta 
descriptions, and ensuring your website is technically sound and user-friendly. 

6. Leverage social media platforms: Identify the social media platforms where your target audience 
is most active and develop a strong presence on those channels. Engage with your audience, share 
valuable content, and use social media advertising options to reach a wider audience. 

7. Monitor and analyze performance: Regularly track the performance of your digital marketing 
campaigns using analytics tools. This will help you identify what's working and what's not, 
allowing you to make data-driven decisions and optimize your strategies accordingly. 
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Don'ts of Digital Marketing: 


1. Neglect mobile optimization: With the increasing use of mobile devices, it's crucial to ensure 
your website and marketing materials are mobile-friendly. Ignoring mobile optimization can lead 
to a poor user experience and hinder your marketing efforts. 

2. Overlook the importance of user experience: Provide a seamless and user-friendly experience 
across all digital touchpoints. Slow-loading websites, confusing navigation, and intrusive ads can 
frustrate users and drive them away from your brand. 

3. Spam or engage in unethical practices: Avoid spamming users with excessive promotional 
messages or engaging in unethical practices such as buying fake followers, reviews, or engaging 
in black hat SEO techniques. These tactics can damage your reputation and harm your long-term 
success. 

4. Rely solely on paid advertising: While paid advertising can be effective, don't solely rely on it. 
Diversify your marketing efforts and incorporate organic strategies like content marketing and 
social media engagement. Building organic reach and relationships can provide sustainable results. 
5. Disregard the power of personalization: Personalize your marketing efforts whenever possible. 
Tailor your messages and offers to suit individual preferences and interests. This helps build 
stronger connections with your audience and increases the likelihood of conversions. 

6. Ignore customer feedback and engagement: Actively listen to your customers, respond to their 
queries and feedback, and engage with them on social media and other platforms. Ignoring 
customer interactions can create a negative perception and hinder your relationship-building 
efforts. 

7. Underestimate the importance of testing and optimization: Continuously test different marketing 
strategies, creatives, and messaging to optimize your campaigns. Small tweaks and improvements 
can have a significant impact on your overall results. 


Remember, digital marketing is an ever-evolving field, so staying updated with industry trends 
and adapting your strategies accordingly is essential for long-term success. 
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11.4 Trends of Digital Marketing: Some current trends in digital marketing include: 


Personalization: Customizing marketing messages and experiences based on individual 
preferences and behaviors. 

Video Marketing: Utilizing videos to engage audiences and deliver marketing messages 
across various platforms. 

Voice Search Optimization: Optimizing content and websites for voice-based searches 
through virtual assistants like Siri, Alexa, or Google Assistant. 

Artificial Intelligence (AI) and Machine Learning (ML): Leveraging AI and ML technologies 
for automation, personalization, and data analysis in marketing campaigns. 

Chatbots and Conversational Marketing: Using chatbots and messaging platforms to provide 
instant customer support and engage with users in real-time. 

Influencer Marketing: Collaborating with social media influencers to leverage their reach and 
impact on target audiences. 

Social Commerce: Integrating e-commerce features into social media platforms to enable 
direct purchases within the social media environment. 
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11.5 Demand of a Digital Marketer: The demand for digital marketers has been steadily 
increasing due to the growing importance of digital channels in business marketing strategies. 
Digital marketers play a crucial role in helping businesses reach their target audiences, improve 
online visibility, and drive conversions. The demand for digital marketers can be attributed to 
factors such as 

e Increased Online Presence: As more businesses establish an online presence, the need for 
digital marketing professionals who can effectively promote and market products and services 
online is rising. 

e Growing Digital Advertising Budgets: Companies are allocating more resources to digital 
advertising, creating a demand for skilled professionals who can manage and optimize digital 
ad campaigns. 

e Evolution of Consumer Behavior: Consumers are increasingly relying on digital platforms for 
information and making purchasing decisions. Digital marketers are needed to understand and 
engage with these consumers effectively. 

e Shift to Data-driven Marketing: The ability to analyze data and derive actionable insights is 
crucial in modern marketing. Digital marketers who can utilize data analytics tools to optimize 
campaigns are in high demand. 


11.6 Demand in Marketplace: The demand for digital marketers exists across various 
marketplaces, including: 

e Freelance: Many digital marketers choose to work as freelancers, offering their services to 
clients on a project basis. Freelancing allows flexibility in terms of choosing clients and 
working hours. 

e Remote Worker: With the rise of remote work, digital marketers can find opportunities to 
work remotely for companies worldwide. Remote work allows professionals to work from 
any location, offering increased flexibility and access to global opportunities. 

e Local Job: Digital marketing roles are also available within companies that operate within 
a specific geographic area. These jobs may involve managing local campaigns, optimizing 
websites for local search, or _ targeting specific regional markets. 


11.7 Growth graph of the last 5 years: The growth of digital marketing over the last five years 
has been remarkable. It has become an integral part of marketing strategies for businesses of all 
sizes. While specific growth figures may vary, the general trend indicates significant expansion. 
Increased internet penetration, the rise of social media, and the proliferation of mobile devices 
have contributed to this growth. The availability of data analytics tools and the shift towards digital 
advertising have also fueled the demand for digital marketers. 
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11.8 Story of a successful Digital Marketer: A successful digital marketer's story can vary 
greatly, but here's a general example: 


Tamanna, a digital marketer, began her journey by completing a comprehensive digital marketing 
course. She gained a strong foundation in various areas of digital marketing, including SEO, social 
media marketing, and content marketing. She honed her skills through practical exercises and real- 
world projects during the course. 


After completing her training, Tamanna started as an intern at a digital marketing agency. She 
worked hard to gain hands-on experience and learn from industry professionals. She quickly 
demonstrated her skills and passion for the field, leading to her promotion to a full-time digital 
marketing role. 


Tamanna's dedication to staying updated with the latest trends and continuous learning helped her 
excel in her career. She actively attended industry conferences, participated in online forums, and 
earned certifications in specialized areas of digital marketing. 


Over time,Tamanna built a strong professional network and gained a reputation for delivering 
exceptional results. Her ability to develop and implement successful digital marketing strategies 
led to significant growth in website traffic, conversions, and brand awareness for her clients. 


Tamanna's expertise and track record of success allowed her to advance to higher-level positions 
within the agency. Eventually, She decided to start her own digital marketing consultancy, 
leveraging her extensive experience and industry connections. Today, Tamanna's consultancy 
serves a diverse range of clients and continues to thrive due to her commitment to excellence and 
delivering measurable results. 


Sharing Course Outline and things that we are going to do: Digital marketing course might cover 
the following topics: 
Introduction to Digital Marketing 
Website Planning and Development 
Search Engine Optimization (SEO) 
Pay-Per-Click (PPC) Advertising 
Social Media Marketing 
Content Marketing 
Email Marketing 
Analytics and Data-driven Marketing 
Online Advertising and Display Marketing 
. E-commerce Marketing 
. Influencer Marketing 
. Digital Marketing Strategy and Planning 
. Legal and Ethical Considerations in Digital Marketing 
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The course may involve a combination of lectures, case studies, hands-on exercises, group 
discussions, and real-world projects. Students may get the opportunity to work with popular digital 


marketing tools, analyze data, develop marketing strategies, and create digital marketing 


campaigns. 


11.9 PC requirements: The specific PC requirements for a digital marketing course can vary 
depending on the tools and software used. However, here are some general recommendations: 


Operating System: Windows 10 or macOS. 

Processor: Intel Core i5 or equivalent. 

RAM: 8 GB or higher. 

Storage: Sufficient storage space for software installations and project files. 

Internet Connection: Stable and high-speed internet connection. 

Web Browsers: Latest versions of Google Chrome, Mozilla Firefox, or Safari. 

Software: Microsoft Office Suite (Word, Excel, PowerPoint), Adobe Creative Suite 
(optional), and any specific digital marketing tools recommended by the course. 
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English for Freelancers 
Unit - 1 
15.Reading Comprehension 


*The first class will start with a Warm-Up & Brainstorming Session; everyone will introduce 
themselves in the warm-up session. So that the students can be easy and free which will help them better 
understand. 


15.1 Passage (Mita's Adventure): 

e Word Meaning & Sentence Making Task 
e Multiple Choice Question 

e Gap Filling Task 

e Sentence Rearranging Task. 

e Word Matching Task 


Ist Passage 


Mita’s Adventure 


Once upon a time, there was a little girl named Mita. Mita lived in a small house with her parents 
and her cat, Tim. They lived in a peaceful village surrounded by green fields and tall trees. 
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Mita loved going on adventures and exploring the woods near her house. One sunny morning, she 
put on her favorite red dress and her shiny pink shoes. She packed a picnic basket with bread and 
a bottle of juice. Mita was ready for her adventure. 


As she walked through the woods, she heard the chirping of birds and the rustling of leaves. 
Suddenly, she spotted a small rabbit hopping by. Mita followed the rabbit, curious to see where it 
was going. The rabbit led her to a clearing where a beautiful waterfall flowed into a crystal-clear 
pond. Mita was amazed by the sight. She sat down near the pond and enjoyed her picnic lunch. 
While eating, Mita noticed a tiny injured bird near her. It had hurt its wing and couldn't fly. Mita 
felt sad for the bird and gently picked it up. She took it home and cared for it until it could fly 
again. Mita named the bird Sunny because its feathers were as bright as the sun. She made a 
comfortable nest for Sunny in a cozy box with soft cotton. Mita fed Sunny small bits of bread and 
water daily, hoping it would get better soon. 

Days turned into weeks, and Sunny's wing slowly healed. Mita was overjoyed to see Sunny getting 
stronger. One sunny morning, she opened the box, and Sunny fluttered its wings. It was ready to 
fly! Mita took Sunny outside and released it into the sky. Sunny flew higher and higher, circling 
above Mita. It chirped happily, thanking Mita for her care and love. 

From that day on, Mita and Sunny became good friends. They often went on adventures together, 
exploring new places and meeting new animals. Mita learned that kindness and compassion could 
make a big difference in the lives of others. And so, Mita's adventures continued, filled with joy, 
friendship, and the wonders of the natural world. 


15.2. Write down the meaning of the following words and make sentences 


a. Peaceful 

b. Surround 

c. Gently 

d. Cozy 

e Compassion 


15.3. Choose the correct option (The first one is done for you): 


What did Mita pack in her picnic basket? 
a) Toys 

b) Books 

c) Bread and juice 

d) Clothes 

Answer: c) Bread and juice 


Where did the rabbit lead, Mita? 
a) To a bakery 

b) To a garden 

c) To a waterfall and pond 
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d) To a cave 


What was the name of the injured bird? 
a) Lily 

b) Whiskers 

c) Sunny 

d) Rabbit 


How did Mita take care of the injured bird? 
a) She fed it bread and water 

b) She built a nest for it 

c) She sang to it every day 

d) She gave it medicine 


What happened when Sunny's wing healed? 

a) It started to sing 

b) It grew bigger 

c) It turned blue 

d) It was able to fly again 

15.4. Fill the gaps with the correct word from the box: 


a) Mita was ready for her ....... 

b) She put on her favorite red dress and her shiny ......... shoes. 

c) Sunny's wing slowly ........ 

d) Sunny ......... happily, thanking Mita for her care and love. 

e) Mita learned that kindness and ........... could make a big difference in the lives of others. 


15.5. Arrange the jumbled sentences below in a coherent and logical order: 
a) Tim her cat in a small house lived with her parents and Mita 


b) And couldn’t fly its wing had hurt it 
c) Mita above flew circling higher and higher, Sunny 


15.6. Pick out the words from the passage which mean the same as the given words: 
a) Enterprise. 

b) Inquisitive. 

c) Generosity 

d) Cheerfully 

e) Amazement 
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20. Reading Passage - 2 


A Freelancer-Client Marketplace 


In today's digital age, freelancers and clients have found common ground in the form of online 
marketplaces. These platforms connect individuals seeking services with skilled professionals 
from various fields. Whether you're a client looking for a graphic designer, a writer, a web 
developer, or a freelancer offering your expertise, online freelancer-client marketplaces provide a 
convenient and efficient way to connect. Let's explore the dynamics of this marketplace through a 
short passage. 

A freelancer-client marketplace is a virtual platform where clients can fulfill their project 
requirements, and freelancers can present their skills and expertise. One of the advantages of these 
marketplaces is the talent available. From graphic design to programming, writing to marketing, 
there is a wide range of skills represented on these platforms. Clients can browse through profiles, 
portfolios, and reviews to find the right freelancer for their projects. The marketplace's rating and 
feedback system play a crucial role in establishing trust and credibility. Clients can review 
freelancers based on their performance, quality of work, and professionalism. Similarly, 
freelancers can showcase their expertise through positive feedback and ratings, building a strong 
reputation within the marketplace. This feedback loop encourages accountability and ensures a 
higher quality of service. 

Freelancer-client marketplaces have revolutionized the way individuals connect and collaborate. 
With their diverse talent pool, convenience, and transparent feedback systems, these platforms 
have become an essential part of the freelance ecosystem. Whether you're a client in need of 
specific skills or a freelancer looking for opportunities, the freelancer-client marketplace offers a 
world of possibilities. Convenience is another key benefit of freelancer-client marketplaces. 
Instead of searching through traditional channels or relying on personal networks, clients can 
simply post their project requirements on the platform and receive proposals from interested 
freelancers. Freelancers, on the other hand, can actively search and apply for relevant projects, 
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expanding their client base beyond geographical limitations. This streamlined process saves both 
parties time and effort. 


20.2. Write down the meaning of the following words and make sentences 


a) Professionals 
b) Expertise 

c) Requirement 
d) Feedback 

e) Accountability 


20.3. Choose the correct option (The first one is done for you): 
What type of platform is a freelancer-client marketplace? 

a) Indistinguishable 

b) Legal 

c) Virtual 

d) Face to face 

Answer: c) Virtual 


Who can review freelancers based on their performance? 
a) Freelancer 

b) Client 

c)Audience 

d)Anyone 


What type of world can be offered by the freelancer-client marketplace? 
a) Incapability 

b) Doubtful 

c) Common 

d) Possibilities 


What is another key benefit of freelancer-client marketplaces? 
a) Convenience 

b) Unsuitability 

c) Branding 

d) Impropriety 


In what form have freelancers and clients found common ground? 
a) Offline marketplaces 
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b) Traditional office settings 
c) Online marketplaces 
d) Networking events 


20.4. Fill in the blanks with the correct word from the box: 


a) Online freelancer-client marketplaces provide a convenient and efficient way to ............... 
b) A freelancer-client marketplace is a virtual .................. 
c) The marketplace's rating and feedback system play a crucial role in establishing .......... and 


d) Clients can ............ freelancers based on their performance. 
20.5. Arrange the jumbled sentences below in a coherent and logical order: 


a) Freelancers and clients found have common ground online marketplaces in the form of. 
b) Talent available one of the advantages of these marketplaces is the. 
c) Freelancer-client marketplaces are another key benefit of convenience. 


20.6. Pick out the words from the passage which mean the same as the given words: 
a) ordinary 

b) competency 

c) customer 

d) response 

e) restriction 
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25. Reading Passage — 3 


Freelancing Nowadays 


Nowadays, people in Bangladesh are choosing to freelance as their professional career as well as 
a source of support income. The Bangladesh Government’s ICT Division shows that there are 
currently over 5,00,000 active freelancers working from Bangladesh. Almost 75% of freelancers 
are doing it as a part-time job. Freelancing in Bangladesh serves as a very good antidote to the 
current pay scale in our country. 

So we can wonder about what is freelancing. How to earn from freelancing? These are the 
common questions about freelancing in Bangladesh. 


So freelancing is a kind of independent work. Here no one is your boss; you are not employed by 
anyone. Rather you can work on whatever you want and whenever you want. There is a high 
demand for experienced freelancers both in freelancing marketplaces and in the corporate field. 


Some of the top marketplaces are- Freelancer, Upwork, Fiverr, FlexJobs, etc. Recently the growing 
companies are investing in part-time freelancers rather than appointing permanent employees. 
These companies regularly post jobs or different small projects on these freelancing websites. 
Digital Marketing, Graphic Design, and Account Management systems are some of the top 
demanding freelancing skills. The popularity of freelance marketing is rapidly growing day by 
day. 
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25.2. Write down the meaning of the following words and make sentences. 


a. Currently 

b. Antidote 

c. Independent 
d. Demand 

è: Corporate 


25.3. Choose the correct option (The first in the list is done for you): 


How many active freelancers are working from Bangladesh? 
a) over 5.5,00,000 

b) 6,00,000 

c) over 55,00,00 

d) over 5,00,000 

Answer: d) over 5,00,000 


What kind of job almost 75% of freelancers are doing? 
a) full-time 

b) second 

c) part-time 

d) free 


What is freelancing? 
a) unpaid work 

b) independent work 
c) promotional work 
d) secure work 


Who is your boss in freelancing? 
a) Government 

b) The company 

c) Senior employee 

d) No one 


What are the growing companies doing recently? 
a) Investing in part-time freelancers 

b) Hiring full-time freelancers 

c) Recruiting new employees 

d) Investing in old employees. 
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25.4. Fill in the blanks with the correct word from the box: 


a) Almost .......... of freelancers are doing it as a part-time job. 

b) Freelancing in Bangladesh serves as a very good ............. to the current pay scale in our 
country. 

c) In freelancing, no one is your ........... ; you are not employed by anyone. 

d'essesi Marketing, Graphic Design, and Account Management systems are some of the top 
EE EEE freelancing skills. 


25.5. Arrange the below-mentioned sentences in a coherent and logical order: 


a) Freelancers almost 75% of are doing it as a job part-time 
b) So independent work is kind of freelancing. 
c) Rapidly is growing day by day the popularity of freelance marketing. 


25.6. Pick out the words from the passage which mean the same as the given words: 
a) Occupation 

b) Free 

c) Head 

d) Requirement 

e) Developing 


Class Evaluation: 


e Two Assignments on Word Meaning, Sentence Making, and Gap Filling Task from a given 
Passage. 
e Exam of 10 marks on Passage Comprehension 


Note: A Passage Comprehension will be provided by the Trainer. 
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30. Art of Writing 


Some strategies to enhance writing skills. 


Writing is a powerful skill that plays a vital role in effective communication. It allows individuals 
to express their thoughts, ideas, and emotions in a clear and organized manner. Good writing skills 
enable effective communication across various contexts, whether it's in academic settings, 
professional environments, or personal interactions. Developing writing skills for communication 
takes practice and continuous improvement. Reading widely, studying different writing styles, and 
seeking feedback from others can help enhance writing abilities. Additionally, taking the time to 
plan and organize thoughts before writing, as well as revising and editing drafts, can significantly 
improve the quality of written communication. Improving writing skills is a continuous process 
that requires practice, feedback, and a commitment to growth. 


30.1 Here are some strategies to help enhance your writing skills: 


Read extensively: Reading widely exposes you to different writing styles, genres, and 
perspectives. Pay attention to the writing techniques, sentence structures, and vocabulary used by 
proficient writers. This exposure helps you develop a sense of good writing and expands your own 
language repertoire. 


Write regularly: Writing regularly is key to improving your skills. Set aside dedicated time for 
writing and establish a writing routine. Practice writing on a variety of topics and in different 
formats, such as essays, stories, or blog posts. The more you write, the more you develop your 
voice, style, and proficiency. 


Plan and outline: Before you start writing, spend time planning and outlining your ideas. Create 
an outline or a mind map to organize your thoughts and establish a logical flow of information. 
This will help you maintain coherence and structure in your writing. 
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Seek feedback: Feedback is crucial for growth. Share your writing with others, such as friends, 
peers, or writing groups, and ask for their input. Consider their suggestions, critiques, and insights 
to improve your writing. Additionally, you can also seek feedback from teachers, tutors, or writing 
professionals who can provide more specialized guidance. 


Revise and edit: Revision is an essential part of the writing process. Review your work critically 
and make revisions for clarity, coherence, and effectiveness. Pay attention to sentence structure, 
grammar, punctuation, and word choice. Edit for conciseness, eliminating unnecessary words or 
repetitions. Proofread your writing carefully to catch any errors or typos. 


Expand your vocabulary: Building a strong vocabulary enhances your writing. Learn new words 
regularly and understand their meanings, nuances, and usage. Use a dictionary or thesaurus to find 
synonyms or alternative expressions to enrich your writing. However, be mindful of using 
appropriate vocabulary that suits your intended audience and purpose. 


Practice grammar and punctuation: Having a solid grasp of grammar and punctuation rules is 
essential for effective writing. Review and practice grammar concepts, such as subject-verb 
agreement, verb tenses, and sentence structure. Pay attention to punctuation rules, including 
commas, periods, and quotation marks. There are online resources, books, and courses available 
to help you improve your grammar skills. 


Learn from writing resources: Explore writing resources such as books, online courses, or 
writing guides. These resources provide valuable insights, tips, and exercises to enhance your 
writing skills. They cover various aspects of writing, from grammar and style to specific genres or 
formats. 


Embrace revision and rewriting: Writing is a process of iteration. Embrace the idea of revising 
and rewriting your work. Don't be afraid to make changes, reorganize paragraphs, or even start 
from scratch if necessary. Each revision helps refine your writing and make it stronger. 


Practice self-reflection: Regularly reflect on your writing progress. Identify your strengths and 
areas for improvement. Set specific writing goals and track your progress over time. Celebrate 
your achievements and stay motivated throughout your writing journey. 


Improving writing skills takes time and persistence. Embrace the process, be open to learning, and 


continue practicing. With consistent effort and a growth mindset, you can enhance your writing 
abilities and become a more effective communicator. 
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30.2 Writing Exercises 1: 


1. Give answers to the messages: 
Ring, ring... 


Nisha: Hello, this is Nisha Rahman speaking. 

Sayma: Hi Ma’am, this is Sayma Akter. I'm the graphic designer you contacted about your 
project. 

Nisha: Hi, great to finally speak with you. I've heard good things about your work. I have a 
graphic design project that I need some help with. 

Sayma: Thanks, I'm excited to hear more about your project. 

Nisha: Sure, it's a brochure designed for our company's new product line. We're looking for a 
creative design that showcases our products and reflects our brand image. 

Sayma: That sounds like an exciting project! I'd love to work on it. 

Nisha: I'll provide you with the product images and copy, but feel free to suggest. 

Sayma: Sure. 

Nisha: Nice to talk with you. 

Sayma: And you are too. 

End of the call... 


2. Write a summary from the given passage: 


Regular exercise offers a multitude of benefits for our physical, mental, and emotional well-being. 
Engaging in physical activity has a positive impact on various aspects of our lives, promoting 
overall health and vitality. Regular exercise improves cardiovascular health. Activities such as 
brisk walking, jogging, or cycling strengthen the heart and enhance blood circulation, reducing the 
risk of heart disease and stroke. Exercise boosts mental health and cognitive function. It releases 
endorphins, known as "feel-good" hormones, which alleviate stress, anxiety, and depression. 
Regular exercise also enhances memory, focus, and overall brain function, improving productivity 
and mental clarity. engaging in physical activity promotes bone and muscle strength. Weight- 
bearing exercises like weightlifting or resistance training increase bone density, reducing the risk 
of osteoporosis. Strengthening muscles helps maintain balance, mobility, and overall physical 
functionality. Regular exercise improves sleep quality. Physical activity promotes a deeper, more 
restful sleep, helping individuals wake up feeling refreshed and rejuvenated. 

Regular exercise is a cornerstone of a healthy lifestyle. It improves cardiovascular health, aids in 
weight management, enhances mental well-being, strengthens bones and muscles, promotes 
quality sleep, fosters social connections, and reduces the risk of chronic diseases. Incorporating 
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physical activity into our daily routine is a powerful investment in our long-term health and overall 
well-being. 


30. 3. Respond to written questions about yourself: 


HOME & FAMILY 

Where are you from? 

Ans: I am from Kishoreganj. 

what do you like most about your hometown? 
Ans: It is a small town and people are very friendly which I like the most about my hometown. 
Where do you live? 

Ans: I live in Dhaka with my parents. 

Do you have any brothers and sisters? 

Ans: Yes, I only have one younger sister. 

What do you do in your leisure? 

Ans: I read books in my leisure. 

JOB & STUDIES 


What is the name of your school/college/university? 
Ans: My college name is Dinajpur Govt. Women’s College. 
Are you involved in any extracurricular activities? 

Ans: I participated in debates when I was in college. 

Do you know any foreign languages? 


Ans: I know English and Hindi a little bit. 
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What kind of job are you looking for? 
Ans: I am looking for corporate executive jobs. 
Do you have any achievements? 


Ans: I was the winner of an active employee at my previous workplace. 


4. Freehand writing about “Your Future Goal” 
A. What is your future goal (Ambition)? 


Ans: I am a college student, and I am aware of my ambition. I want to start a job to be able to 
support my family. I will work on skill development activities for my future career. 


B. What kind of skill development activities do you want to develop? 

Ans: I want to develop my communication and presentation skills as these skills are really 
important for any area I want to work on. Besides I want to develop soft skills like on M.S Words 
etc. 


C. What are your necessary steps towards your goal? 


Ans: I have started to take training by ICT Division to develop IT skills and so on so that I can be 
able to earn as soon as possible and develop my skills to fulfill my goal. 
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35. Writing Exercises 2: 
35.1. Give written answers to the messages: 


Client: Hello! Are you there? 

Freelancer: Hi. Yes, I am available. I wanted to check in on the project's progress and see if you 
have any specific updates or new requirements. 

Client: Hello! The initial designs you submitted were great, and our team loved them. 
Freelancer: I'm glad to hear you liked the designs! I'm more than happy to make those 
adjustments for you. Just let me know the details, and I'll get right on it. 

Client: Perfect! Could you provide us with a few more layout options for the homepage? 
Freelancer: Absolutely, I'll start working on those right way. You can expect to see the updated 
versions by tomorrow morning. 

Client: That sounds great. We have a tight deadline for this project, so your promptness is much 
appreciated. 

Freelancer: I understand the importance of deadlines. If there's anything else you need, feel free 
to reach out anytime. 

Client: Thank you for your dedication! 

Freelancer: I'm always ready to take on new challenges and assist with your future projects. 
Client: Fantastic! We'll definitely keep in touch. Looking forward to seeing the revisions and 
continuing our collaboration. 

Freelancer: Likewise! I'll get to work now and keep you updated on the progress. Have a 
wonderful day! 


35.2. Write a short summary from the given passage: 

Freelancing has become a popular choice for many individuals seeking flexible work arrangements 
and the opportunity to be their own boss. As a freelancer, you have the freedom to choose your 
projects, set your own schedule, and work from anywhere. It offers a unique blend of independence 
and creativity. 

One of the benefits of freelancing is the ability to pursue your passion and work in a field that 
aligns with your interests and skills. Whether you're a graphic designer, writer, developer, or 
consultant, freelancing allows you to showcase your expertise and build a portfolio of diverse 
projects. Flexibility is another advantage of freelancing. You have the flexibility to work when 
and where you want, allowing for a better work-life balance. You can choose projects that align 
with your availability and priorities, giving you control over your time. Being a freelancer also 
means having the opportunity to expand your professional network. Through collaborations and 
client interactions, you can establish valuable connections that can lead to future opportunities and 
referrals. However, freelancing also comes with its challenges. It requires self-discipline and 
motivation to manage your time effectively and meet deadlines. Financial stability can be a 
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concern as income can fluctuate based on project availability. To succeed as a freelancer, it's 
important to continuously update your skills, stay informed about industry trends, and market 
yourself effectively. Building a strong online presence and maintaining a positive reputation is 
essential for attracting clients and securing projects. 


35.3. Respond to written questions about yourself: 


What kind of music do you like? 
Ans: I like classical music. 


Do you use any musical instruments? 
Ans: I use a harmonium. 


Do you like TV programs? What programs? 
Ans: Yes I like TV programs. I mostly like reality shows. 


Do you like any sport or exercise? 
Ans: Yes, I think everyone should play some kind of sport. I like swimming. 


What books or magazines do you like to read? 
Ans: I like to read about things that interest me. I read mostly fantasy books. 


Where did you born? 
Ans: I was born in Bangladesh. 


Where did you learn English before? 
Ans: I learned English at school. 


What did you do last summer? 
Ans: I spent much time with my family and learned cooking. 


4. Freehand writing about “Women’s Empowerment”. 


A. What do you know about women's empowerment? 

Ans: I think women’s empowerment is about knowing their right to influence social change for 
themselves and others. It refers to the process of enabling and supporting women to have control 
over their lives, make informed choices, and actively participate in all spheres of society. 


B. What are some challenges faced by women that hinder their empowerment? 


Ans: There are so many challenges faced by women and I think balancing career and family 
responsibilities can be a serious one for women due to societal expectations and limited support 
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systems. Besides women encounter discrimination based on their gender, which manifests in 
various forms such as limited access to education, employment, and decision-making positions. 
Gender bias often perpetuates stereotypes that limit women's roles and potential. 


C. How can education contribute to women's empowerment? 
Ans: Education develops women with knowledge and skills so that they can take decisions about 


their lives, health, and future. Education empowers them to take charge of their personal and 
professional development. Education opens doors to various opportunities, including better job 
prospects, higher earning potential, and access to leadership positions. Women who are educated 
have a greater chance of breaking the cycle of poverty and improving their overall socio-economic 


Status. 
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40. Writing Exercises 3: 
40.1. Give written answers to the messages: 
Note: Learners will fill up the blanks with their own sentences to enhance writing skills. 


Client: Hi I hope this email finds you well. I'm in need of some compelling blog posts for my 
website. Are you available to take on this project? 

Freelancer: Hello Sir. Thank you for reaching out. ..........scesccecccccccccccccecccesccescsens 

Client: Sure, I need five blog posts on various topics related to digital marketing. Each post should 
be around 800 words. 

Freelancer: Noted! iis isiaiadosesadentevesveebinsaseveedelenasasonsenb cha baeins 

Client: If possible, I'd like to receive the first two blog posts within a week and the remaining 
three within the following week. 

Freelancers That works for Me. sivasascderkenss ince ceva essa davanaveesesoasanacdensssaseause’ 

Client: Yes, I'll provide you with a list of targeted keywords and key points to focus on. Also, 
please make sure the content is engaging and informative. 

Freelâncër: Sure oss tc ices sis pale slng Wawel aban sol esuain pane asg caved aeaaasdaaualenseds ae 


40.2. Write a short summary from the given passage: 

The relationship between a freelancer and a client is built on a foundation of trust, communication, 
and collaboration. As the freelancer brings their unique skills and expertise to the table, the client 
entrusts them with a specific project or task that aligns with their business goals. The freelancer 
strives to understand the client's vision, requirements, and preferences, ensuring they deliver work 
that not only meets but exceeds expectations. In this relationship, flexibility and adaptability are 
key. Freelancers often encounter diverse projects and clients, each with unique demands and 
expectations. Being receptive to change and willing to adjust their approach ensures that the 
freelancer can cater to the client's evolving needs. 

Above all, professionalism and respect form the cornerstone of this working alliance. The 
freelancer treats each client with courtesy and attentiveness, while the client values the freelancer's 
efforts and acknowledges their contributions. When this mutual respect is present, the freelancer- 
client relationship flourishes, fostering a productive and successful collaboration that leaves both 
parties satisfied with the results. 
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40.3. Respond to written questions about yourself. 


Which skills do you have? 
Ans: I have computer-based skills. 


Do you have a portfolio? 
Ans: Yes. I have created my own portfolio. 


Do you have any idea about Remote Jobs? 
Ans: Yes, A remote job refers to a type of employment where an individual carries out their job 
duties and responsibilities from a location outside of the traditional office environment. 


Do you prefer remote jobs? 
Ans: Yes. Because it offers various benefits such as flexibility, and the ability to work from 
anywhere. 


What do you understand about 9 to 5 jobs? 
Ans: The 9 to 5 job refers to a standard full-time work schedule where employees typically work 
from 9:00 AM to 5:00 PM. 


Where did you learn about remote jobs? 
Ans: I was looking for a flexible work culture and then I learned about remote jobs. 


Where did you learn Graphic Design before 
Ans: I learned Graphic Design from Youtube and I want to learn more. 


What did you do to develop your soft skills? 
Ans: I bought a computer and started to learn about soft skills from a training center. 


40.4. Freehand writing about “Benefits of Freelancing”. 

A. What is the first benefit of freelancing? 

Ans: Flexibility in Work Schedule. 

Freelancers have the freedom to set their own work hours and choose when and where they work. 


This flexibility allows them to balance work and personal life more effectively. 


B. What is the second benefit of freelancing? 
Ans: Diverse Job Opportunities. 
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Freelancers can explore a variety of projects and industries, expanding their skills and expertise 
across different areas. 


C. How can Freelancers develop their skills? 
Ans: Freelancers continuously develop their skills as they adapt to various projects and client 
requirements, leading to professional growth. 


Note: The answers to these exercises can vary from learner to learner. 
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45. Listening Comprehension 


Listening is one of the four primary language skills, alongside speaking, reading, and writing. It 
involves the ability to understand spoken language, process information, and interpret meaning 
from audio sources. 

As a language skill, listening plays a crucial role in effective communication. It involves not only 
hearing the sounds but also comprehending the words, phrases, and ideas conveyed by the speaker. 
Listening skills encompass various aspects such as understanding vocabulary, grammar, context, 
and implied meaning, as well as recognizing different accents, intonation patterns, and speech 
dynamics. 


Note: Students need to practice listening from different listening channels. So here is a demo 
audio clip for listening tests. 
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Listening Exercise - 1: 


Click Here to Listen to the Audio - 1 
youtu.be/mX A3nf7zoTc 


1. Choose the correct option to complete the sentences. 
Listen to a message from a father to his daughter. 
A. Which bus goes straight to town? 


e Number 26 
e Number 39 
e Number 42 


B. Chiho wanted to go the town this evening to buy a present for her ..... 


e Mother 
e Sister 
e Friend 


C. Where is some money? 


e Kitchen 
e Drawer 
e Table 


45.3 Listening Exercise - 2: 
Click Here to Listen to the Audio - 2 
https://rb.gy/dl0c4 


Host: At exam time it is important to sleep well. Today we have Doctor Baker with us in the studio 
and he is going to give us five top tips for getting a good night’s sleep. Welcome to the show, 
Doctor Baker. 

Dr. Baker: Thank you. It’s great to be here. Let’s start with tip one. Don’t go to bed with the 
television on. Some people think they can sleep well with the TV on, but the noise and lights mean 
you don’t really sleep well, so turn it off! 

Tip two: Don’t think too much before bedtime. Do your hardest homework earlier in the evening. 
Do easier homework later. If your brain is too busy and full of ideas it takes longer to get to sleep. 
Tip three: Don’t play video games for an hour before you go to sleep. They also make your brain 
too busy and active. 

Tip four: Turn off your cell phone when you go to bed. What is so important that it can’t wait until 
the morning? If possible, leave your phone in another room. 

Tip five: Play music if you like. But don’t play it too loud. Turn the sound down low. 
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Host: Thank you, Doctor. That is very useful advice for our young listeners. 


45.4. Fill in the blanks: 


Mec EAOa ties to the show, Doctor Baker. 
Thank you. It’s sccccsavseensueadaonces . Let’s start with tip one. 
Do your hardest homework ................... cece eee eeee 
dues Gece tens your mobile when you go to bed. 
Play music if you like. But turn the sound ..................... 


eo Ro Ff 


45.5. Choose the correct option to complete the sentences. 


A.How many tips are Dr. Baker going to give us for getting a good night’s sleep ? 


e Six 
e Five 
e Four 


B.What should not be done before bedtime? 
e Don’t think too much 
e Eating 
e Facebooking 


C.Do your hardest homework earlier in the .......... 


e Morning 
e Afternoon 
e Evening 
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50. Listening Exercise- 3 
Click Here to Listen to the Audio - 3 
https://rb.gy/qypc 1 


Aurelia: Who’s that boy over there, Hannah? 

Hannah: That? Er, that’s my brother, Jem. 

Aurelia: Your brother? 

Hannah: Yes, and that’s his girlfriend Lucy. The pretty girl with the long, brown hair. 
Aurelia: Oh right. So, you’ve got a brother? 

Hannah: No, I’ve got two brothers. Jem and Alex. 

Aurelia: Really? ... and ... how old is Alex? 

Hannah: Alex and Jem are twins, they’re both 15. 

Aurelia: 15, mmm ... and does Alex look like Jem? 

Hannah: They’re exactly the same! They’re both tall and thin. They’ ve both got short brown hair, 
green eyes, and big ears! 

Aurelia: They’ re not big, I think they’re cute. And ... has Alex got a girlfriend? 


50.1. Choose the correct option to complete the sentences. 
A. Aurelia is asking about Hannah’s ... 
e boyfriend. 


e brother. 
e friend. 
B. Who is the pretty girl with long brown hair? 
e Lucy 
e Hannah 
e Aurelia 
C. How old are the twin brothers? 
e 16 
e 15 
e 13 


50.2. 2. Write the word to fill the gaps. 


a) Who is that boy ......... there, Hannah? 

b) And that’s his girlfriend, Lucy. The ... girl with the ............. S Hhedeeeadaedeans hair. 
c) Alex and Jem are.............. They're both .............. 

d) They’re exactly the same! They’re both ........... And o.an. 

e) They’ve both got ........ E hair, .......... eyes, and .......... Ears! 
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55. Listening Exercise - 4 
Click Here to Listen to the Audio - 4 
https://rb.gy/05jd4 


Sumi: Hi, Pablo. How are you? 

Pablo: Hi, Sumi. I'm fine, thanks. 

Sumi: Pablo, this is Greta. 

Pablo: Hi, Greta, I'm Pablo. 

Greta: Hi. How are you?. 

Pablo: I'm fine, thanks. Where are you from, Greta? 
Greta: I'm from Germany. Where are you from? 
Pablo: I'm from Argentina. Nice to meet you. 
Greta: Nice to meet you too. 


55.1. Choose the correct option. 

A. What do people normally say when they first meet? 
e Hi, it’s Pablo. 
e Hi, I'm Pablo. 


B. Where is Greta from? 
e Germany 
e Australia 
e Argentina 


C. Where is Pablo from? 
e Argentina 
e Brasil 
e Germany 


2. Fill in the gaps with the correct name. 


Otte introduces Greta to Pablo. 
MEE EEE is German. 
Ci sapersi is Argentine. 
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Class Evaluation: 


e Students will be given some practice links from online for enhancing Listening skills. 
e Exam of 10 marks will be held on Listening skills. 
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60. How to Become a Confident Speaker 


Some strategies to help enhance speaking skills. 


ae 
= 
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Speaking is one of the four primary language skills, along with listening, reading, and writing. 
Speaking skills are essential for effective communication in daily life, professional settings, and 
social interactions. They enable individuals to engage in conversations, participate in discussions, 
deliver presentations, negotiate, persuade, and express themselves confidently in a spoken 
language. 


Here are some strategies to help enhance your speaking skills: 


Practice regularly: The key to improving speaking skills is consistent practice. Set aside time 
each day to practice speaking in your target language. You can engage in conversations with 
language exchange partners, participate in language clubs or discussion groups, or even practice 
speaking aloud on your own. 


Expand your vocabulary: Building a strong vocabulary is essential for effective speaking. Learn 
new words and phrases regularly and try to incorporate them into your conversations. Use 
flashcards, vocabulary apps, or language learning resources to expand your word bank. 


Listen and imitate native speakers: Pay attention to the way native speakers of your target 
language pronounce words and express themselves. Listen to podcasts, watch movies or TV 
shows, and imitate their pronunciation, intonation, and rhythm. This will help you develop a more 
natural and authentic speaking style. 


Focus on fluency over accuracy: While accuracy is important, prioritize fluency when practicing 
speaking. Don't be too concerned about making mistakes. Instead, focus on expressing your 
thoughts and ideas confidently. Fluency will improve with practice, and accuracy can be refined 
over time. 
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Engage in real-life conversations: Look for opportunities to engage in real-life conversations 
with native speakers. This could be through language exchange programs, language meetups, or 
even online language forums. Practicing in real-life situations will help you become more 
comfortable and confident in your speaking abilities. 


Record and review yourself: Use a recording device or a language learning app to record yourself 
speaking. Listen to the recordings and evaluate your pronunciation, grammar, and overall delivery. 
Take note of areas that need improvement and work on them systematically. 


Seek feedback from others: Ask for feedback from native speakers or language teachers. They 
can provide valuable insights into your pronunciation, grammar, and overall speaking skills. Take 
their feedback constructively and use it to improve your speaking abilities. 


Use visual aids and gestures: When speaking, use visual aids, gestures, and body language to 
support your communication. Visual aids can include props, pictures, or diagrams, while gestures 
and body language can help convey meaning and enhance your message. 


Be an active listener: Effective speaking goes hand in hand with active listening. Pay attention to 
how native speakers express themselves, their use of idioms, and their conversational patterns. 
This will help you develop a more natural and nuanced speaking style. 


Stay motivated and persistent: Enhancing your speaking skills takes time and effort. Stay 
motivated, set goals, and celebrate your progress along the way. Embrace challenges as learning 
opportunities and remain persistent in your practice. 


Practice and consistency are key when it comes to improving your speaking skills. With dedication 


and perseverance, you can enhance your speaking abilities and communicate more effectively in 
your target language. 
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60.1 Speaking Exercise 1: 


1. Answer five questions about yourself. 


Who are you? 

How would you describe your personality in a few words? 
What is your favorite book, movie, or TV show and why? 
What are your hobbies or interests outside of school or work? 
What is one thing you're looking forward to in the near future? 


eRe sD 


60.2. Answer five general questions. 


What is your favorite subject or topic to study? 

Can you describe a memorable experience or event from your childhood? 
How do you typically spend your weekends or free time? 

Who is a person that you admire? 

If you could travel anywhere in the world, where would you go and why? 


eae oe 
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60. 3. Compare two pictures and answer two follow-up questions. 


e Give a brief description of the two photos. 
e Differentiate the two pictures. 
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60. 4. Flashcards for speaking on a topic. 
Note: Students will choose a card and speak about the topic. For Example: 


Flashcard 1: 

Topic: Technology 

Ans: Technology has revolutionized communication, connecting people worldwide in an instant. 
Smartphones have become an essential part of daily life and it seems like the world is in our hands. 
Advancements in medical technology have led to better healthcare outcomes, from diagnosis to 
treatment. The internet has opened up a vast realm of knowledge and opportunities, transforming 
the way we learn and work. Technology continues to evolve rapidly, promising even more exciting 


innovations in the future. 


Flashcard 1: 
Topic: Technology 
Flashcard 2: 
Topic: Traveling 
Flashcard 3: 
Topic: Bangladesh 
Flashcard 4: 
Topic: Freelancing 
Flashcard 5: 
Topic: social media 
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60.5. Dialogue practice: Dialogue practice between two students on “Benefits of Reading": 


Student A: Hey, have you read any good books lately? 

Student B: Actually, yes! I've been reading a lot lately and it's been really beneficial. 

Student A: That's great! What benefits have you experienced from reading? 

Student B: Well, first of all, reading helps improve my vocabulary and language skills. I've 
noticed that I'm able to express myself better and my writing has also improved. 

Student A: I agree, reading definitely enhances language proficiency. 

Student A: That's true, But have you noticed any other advantages of reading? 

Student B: Absolutely! Reading helps me relax and unwind. It's a great way to de-stress after a 
long day. I find it calming and it allows me to take a break from the hustle of daily life. 

Student A: I couldn't agree more. 

Student B: Well, it stimulates my imagination and creativity as well. 

Student A: That's a great point. Reading definitely stimulates the mind and encourages analytical 
thinking. I should pick up a book too! 

Student B: You should! I can recommend a few titles if you'd like. Reading is truly a wonderful 
habit that brings so many advantages. 
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65. Speaking Exercise 2: 


65.1. Answer five questions about yourself. 


Where were you born? 

How old are you? 

What is your current occupation? 
Do you have any siblings? 

What is your favorite food? 


eo BeoE 


65.2. Answer five general questions. 


What is your favorite color? 

What is your favorite season? 

Have you ever traveled? 

Do you enjoy reading books? 

Are you a morning person or a night person? 


eo BooE 


65.3. Compare two pictures and answer two follow—up questions. 


e Give a brief description of the two photos. 
e Say in what way the pictures are different. 


65.4. Flashcards for speaking on a topic. 
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Note: Students will choose a card and speak about the topic. 


Flashcard 1: 
Topic: Communication 


Flashcard 2: 
Topic: Hobby 


Flashcard 3: 
Topic: Client 


Flashcard 4: 
Topic: Career 


Flashcard 5: 
Topic: Favourite books 
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70. Greetings and Self Introduction 


70.1 Greetings: 

Greetings are the first words we say to people we meet, so it’s good to know what to say and how. 
Often the first impressions we get when meeting someone last for a long time, So it is a smart thing 
to understand how to do this the right way as it’s the beginning of a conversation. Greetings are 
the formal expressions used to acknowledge and greet individuals in professional settings. 


A self-introduction, also known as a personal introduction or self-presentation, is an opportunity 
to introduce yourself to others in a professional or social setting. It is important to make a positive 
and memorable impression while providing relevant information about yourself. Here are some 
key details to include in a self-introduction: 


Name: Begin by stating your full name. This helps others address you correctly and establishes 
your identity. 


Background and Experience: Provide a brief overview of your professional background and 
relevant experience. Mention your current or previous job titles, industry experience, and any 
notable achievements or skills. Highlight experiences that are relevant to the context in which you 
are introducing yourself. 


Education: Share your educational background, including degrees, certifications, or any 
specialized training that is relevant to your field or the purpose of the introduction. 
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Areas of Expertise or Interests: Briefly mention your areas of expertise or interests related to 
your profession or the context of the introduction. This helps others understand your focus and 
areas of knowledge. 


Career Goals or Objectives: Optionally, you can mention your career goals or objectives, 
especially if they are relevant to the situation. This can provide insight into your aspirations and 
motivation. 


Personal Interests or Hobbies: You may choose to share a few personal interests or hobbies that 
help others get to know you on a more personal level. This can facilitate building connections and 
finding common ground with others. 


Remember to keep your self-introduction concise and focused. Tailor the information you share 
based on the context and the interests of your audience. Practice your self-introduction beforehand 


to ensure clarity and confidence in delivering your message. 


Greet Someone in Different Languages: 


Good Morning - Good Evening - 


Good Afternoon - Thank You - 


Welcome- 


70.2 Note: In this part, learners will learn how to introduce themselves to Buyer/ Client. 


An Introductory Dialogue between a Buyer and Freelancer: 
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Freelancer: Hello there! I hope this message finds you well. My name is Jannatul Nisa, and I'm a 
professional freelancer with a passion for design and web development. I noticed your project 
posting and couldn't resist reaching out, as it aligns perfectly with my expertise and interests. I 
have a solid background in logo design and website development as well. 


Buyer: Hi Nisa! Nice to meet you. I'm Lisa, and I'm excited to find a freelancer and It sounds like 
you have the skills and experience I'm looking for. Could you tell me a bit more about your 
previous work in logo design and website development? 

Freelancer: Hi Lisa! It's a pleasure to meet you too. Certainly, I'd be happy to share some of my 
experiences in my previous work. Over the past two years, I've collaborated with various clients, 
creating unique and memorable logos for different businesses. As for website development, I've 
designed and built responsive and user-friendly websites for small businesses and startups, 
ensuring they have a strong online presence. 

Buyer: That's impressive! 


Freelancer: Thank you so much, Lisa! 


Dialogue Practice on Introducing Yourself to New People: 


| 
| 
| 


a 
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Context: You are attending a social event or a gathering where you meet new people. Here's a 
scenario to demonstrate introducing yourself using English for everyday situations: 


Israt: Hi there! I don't think we've met before. I'm Israt Nadia. 
Rima: Hi, Israt. Nice to meet you. I'm Rima Jahan. It's a pleasure to make your acquaintance. 
Israt: Likewise, Rima. So, what brings you to this event? 


Rima: I'm actually new in town, and I thought it would be a great opportunity to meet new people 
and get involved in the community. How about you? 


Israt: That's great! I'm a regular attendee at these events. I always enjoy the chance to socialize 
and expand my network. 
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Rima: That sounds wonderful. I'm looking forward to connecting with like-minded individuals 
and exploring what this community has to offer. 


Shila Akter: Hi, I overheard your conversation. I'm Shila Akter. Mind if I join in? 

Rima: Of course not. It's a pleasure to meet you as well. 

Shila: So, tell us a bit more about yourself. What do you do for a living? 

Rima: I work in the field of marketing. Currently, I'm employed as a digital marketing specialist 
at a local agency. I enjoy the creative aspect of my job and staying updated with the latest trends 
in the industry. 

Shila: That sounds fascinating. Are there any particular projects you're working on at the moment? 
Rima: Currently, I'm involved in developing a social media campaign for a new product launch. 
It's an exciting opportunity to leverage various digital platforms and engage with our target 
audience in a meaningful way. 

Shila: Impressive! Outside of work, what are your hobbies or interests? 

Rima: In my free time, I enjoy exploring the outdoors through hiking and photography. I find it 
refreshing to be in nature and capture its beauty. I also have a passion for cooking and 


experimenting with new recipes. 


Israt: That's fantastic. We have some common interests. I'm an avid hiker as well, and I love trying 
out different cuisines. 


Rima: That's great to hear. We should definitely plan a hiking trip or perhaps organize a cooking 
night where we can exchange recipes and culinary experiences. 


Shila: Count me in. It sounds like a lot of fun. 


Rima: Excellent! Let's exchange contact information, and we can follow up on those plans. I'm 
excited to connect with both of you and explore our shared interests. 


Israt and Shila: Sounds good! 
When introducing yourself to new people, be confident, friendly, and open to conversation. Show 
genuine interest in others, actively listen to their responses, and find common ground. By engaging 


in a positive and authentic way, you can build connections, expand your social network, and create 
lasting friendships. 


Note: Learners can practice situation base conversations as well to enhance their speaking 
skills. 
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Class Evaluation: 


e Two Assignments with the Group speaking tests and Dialogue practice. 
e Exam of 10 marks held on Speaking Skills using flashcards. 
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75. Buyer Communication 


How to Communicate with Clients on the Marketplace 


Some tips to Communicate with Clients on the Marketplace 


When communicating with clients in a marketplace, it's essential to establish clear and effective 
communication to build trust, understand their needs, and provide excellent customer service. 
When communicating with clients in a marketplace, there are several qualities that can help you 
establish effective and successful communication. 


Clarity: The ability to communicate clearly and concisely is crucial when dealing with clients. 
Use simple and straightforward language to convey your messages and ensure that your clients 
understand your instructions, product details, or any other information you provide. 


Use Polite Language: Choose your words carefully to ensure a polite tone. Avoid using harsh or 
demanding language. Instead, opt for phrases such as "Would you mind," "Could you please," or 
"If it's not too much trouble" to make requests or ask for information. 


Active listening: Actively listen to your clients by paying attention to their concerns, questions, 
and requirements. Show genuine interest in what they have to say and ask clarifying questions if 
needed. By listening attentively, you can better understand their needs and provide appropriate 
solutions. 


Empathy: Being empathetic means understanding and sharing the feelings and perspectives of 
your clients. Put yourself in their shoes to comprehend their challenges, frustrations, or 
expectations. Respond with understanding and compassion, especially when addressing their 
concerns or complaints. 
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Offer Assistance: Be proactive in offering assistance and providing helpful information. Use 
phrases like "Please let me know if there's anything else I can do to help," "I'm here to assist you," 
or "Feel free to ask any questions you may have." This conveys a willingness to support the buyer's 
needs. 


Apologize if Necessary: If there are any delays, mistakes, or inconveniences, apologize sincerely 
and take responsibility. Use phrases like "I apologize for the inconvenience," "I'm sorry for the 
delay," or "We regret any inconvenience caused." This shows accountability and a commitment to 
resolving any issues. 


Patience: Some clients may have a lot of questions, require additional explanations, or need time 
to make decisions. Patience is crucial in such situations. Stay calm, provide the necessary 
information, and give your clients the time they need to process the information or make their 
choices. 


Adaptability: Different clients may have different communication preferences or styles. Be 
adaptable and flexible in your approach to meet their needs. Some clients may prefer phone calls, 
while others may prefer written communication. Adjust your communication style accordingly to 
ensure effective interaction. 


Problem-solving: Clients may encounter issues or challenges, and they often turn to you for 
solutions. Develop problem-solving skills to identify and address these challenges promptly. Offer 
alternative options or suggestions when faced with obstacles to keep the communication flowing 
and maintain client satisfaction. 


Professionalism: Maintain a professional tone and demeanor throughout your communication 
with clients. Use appropriate language, grammar, and etiquette. Respond promptly, meet 
deadlines, and follow through on your commitments. Professionalism helps build trust and 
credibility with your clients. 


Adaptation to technology: Marketplaces often utilize various communication tools and 
platforms. Be comfortable with technology and learn to use the communication features provided 
by the marketplace effectively. This includes messaging systems, notifications, file sharing, or 
video conferencing tools, among others. 


Organization: Stay organized in your communication with clients. Keep track of conversations, 


orders, and any important details related to your interactions. This ensures that you can quickly 
refer back to previous discussions and provide accurate information when needed. 
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Express Gratitude: Show appreciation for the buyer's interest or inquiry. Use phrases like "Thank 
you for reaching out," "We appreciate your interest," or "We are grateful for your consideration." 
This demonstrates respect and acknowledges their efforts. 


Positive attitude: Maintain a positive and friendly attitude when communicating with clients. 
Even in challenging situations, approach the conversation with a problem-solving mindset and a 
willingness to find solutions. A positive attitude can go a long way in fostering good relationships 
with clients. 

Effective communication is crucial for successful client relationships on marketplaces. By being 
prompt, transparent, and attentive to your client's needs, you can enhance their experience and 
build a strong reputation for your business. 


Here Learners will practice some dialogues to enhance their communication skills: 


75.1 A Dialogue on How to Communicate with Client/ Buyer on the Marketplace 


Freelancer: Good morning! I hope you're having a great day. My name is Jara Tasnim, and I 
noticed your project posting on the marketplace. I specialize in content writing and have 
experience in crafting engaging. I'd be thrilled to collaborate with you on this project. 


Client: Good morning, Thank you for reaching out. I'm doing well, and I appreciate your interest 
in my project. Your expertise in content writing sounds promising. Could you share some 
examples of your previous work? 


Freelancer: You're welcome! I'd be happy to share my writing portfolio with you. It contains 
samples of articles I've written on various topics and for different clients. I'll send you a link where 
you can access it and get a sense of my writing style and capabilities. 


Client: That sounds great! Reviewing your portfolio will help me evaluate if your writing aligns 
with what I'm looking for. How do you handle research for content creation, especially if the 
subject matter is new to you? 

Freelancer: Research is a crucial part of my writing process. When I encounter new topics, I 
conduct in-depth research to ensure accuracy and credibility. This way, I can deliver well-informed 
and high-quality content that meets your expectations. 


Client: How do you handle revisions if there are any changes needed in the content? 


Freelancer: Once I deliver the initial draft, I encourage you to provide feedback, and I'll gladly 
make any necessary revisions until the content meets your requirements and vision. 


Client: That's a professional approach. How do you prefer to communicate throughout the project? 
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Freelancer: I'm available through email, instant messaging, or even scheduled calls — whichever 
method works best for you. I'll make sure to keep you updated on the progress and promptly 
respond to any inquiries or discussions. 


Client: That's convenient. I appreciate your responsiveness, Emily. Now, regarding the project 
timeline and payment terms, how do you handle payments? 

Freelancer: Once I understand your specific requirements, I'll provide you with a realistic 
timeframe for delivery. As for payments, I typically request a partial upfront payment before 
starting the project, with the remainder due upon completion and approval of the content. 


Client: That seems fair. Lastly, how do you ensure confidentiality and ownership rights for the 
content you create? 


Freelancer: Upon completion and payment, the content's ownership rights are transferred to you, 
and I won't claim any ownership over it. 


Client: Thank you for addressing all my questions. I'm impressed with your professionalism and 
would like to move forward with your services for this project. 


Freelancer: Thank you, I'm thrilled to have the opportunity to work with you! Once we finalize 
the project details, I'll get started on the content right away. If you need anything or have any 
further inquiries, please don't hesitate to reach out at any time. Looking forward to collaborating 
with you! 


Client: Thank you, and I'm excited to see your work! 


75.2 A Dialogue between a freelancer and a client (with polite expression): 


Freelancer: Hello! I hope this message finds you well. I wanted to follow up on our previous 
conversation regarding the project you have in mind. I'm truly excited about the opportunity to 
work together and assist you with your needs. 


Client: Hi there! Thank you for reaching out. Your experience and skills seem like a perfect match 
for what I'm looking for. 


Freelancer: Before we proceed, I'd like to take a moment to better understand the project's 
objectives and your specific expectations. Could you please share more details about the project's 
scope, timeline, and any particular preferences you have? 


Client: Absolutely! The project involves in content writing. I'm hoping to have it completed within 
30 days. 


Freelancer: Thank you for providing those details. I appreciate your openness to creative input, 
and I assure you that I will work diligently to meet your expectations. Is there a particular format 


or additional information you'd like me to include in the proposal? 


118|Page 


Client: In the proposal, if you could also specify the number of revision rounds included and the 
preferred method of communication for updates, that would be great. 

Freelancer: Noted! I'll make sure to include the revision details and preferred communication 
method in the proposal. Additionally, I'll be available to address any questions or concerns 
throughout the project. 

Client: That's very reassuring. I believe clear communication is the key to a successful partnership. 
Freelancer: Absolutely. 


Client: I'm looking forward to seeing your proposal and moving ahead with the project. 


Freelancer: Fantastic! I'll work on the proposal. If you have any further questions or if anything 
else comes to mind, please don't hesitate to reach out. I'm here to assist in any way I can. 


Client: Thank you for your responsiveness and professionalism. I'll be eagerly awaiting your 
proposal. Let's stay in touch and finalize the project details. 


Freelancer: You're very welcome! I'll be in touch soon with the proposal. Feel free to contact me 
anytime, and I'm excited to collaborate with you on this project. Have a wonderful day! 


Client: You too! Looking forward to it. Take care and talk to you soon! 


Freelancer: Take care as well! Speak to you soon. Goodbye for now! 
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75.3 Conversational Structure Between a Freelancer and a Client 


Introduction: 

Freelancer: Hi, my name is Kamrun Nahar. I noticed your job posting and I'm interested in the 
opportunity. How can I help you? 

Client: Hello, Nahar. Thanks for reaching out. I'm looking for a Web Developer. I need to develop 
my Business Website. 


Freelancer's Experience and Approach: 

Freelancer: While I'm relatively new to freelancing, I have the skills to develop a website. For 
this project, Can you provide me with some details about your business and what you're looking 
for in the website? 


Client: Sure! My business is a boutique fitness studio that offers various classes and personal 
training services. I want a modern and user-friendly website with an online class schedule, 
information about our services and trainers, a blog, and a contact page. It should also be mobile- 
friendly and optimized for search engines. 


Freelancer: That sounds like an exciting project! I can definitely build a website that meets your 
requirements. Do you have any specific design preferences or color schemes in mind? Also, do 
you have a logo that we should incorporate into the design? 


Project Scope and Requirements: 

Client: That sounds good. We do have a logo that you can use as a reference for the design. As 
for the color scheme, I'd like it to be vibrant and energetic, in line with the fitness theme. I'll share 
the logo and some ideas we have in mind once we proceed. 


Freelancer: Freelancer: Great! I can't wait to see the logo and your ideas. Regarding the 
development process, I typically follow these steps: First, I'll create a mockup design for you to 
review. Once you approve the design, I'll start building the website using HTML, CSS, and 
JavaScript. After that, I'll integrate any necessary back-end functionalities and databases. Finally, 
I'll thoroughly test the website to ensure everything is working smoothly. 


Timeline and Deliverables: 
Client: Sounds like a good plan. How long do you think it will take to complete the website? 
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Freelancer: The timeline depends on the complexity of the design and features you want. Based 
on the initial description, I estimate it would take around 4-6 weeks to complete the development. 
However, I'll provide you with a more accurate timeline once we finalize the project details. 


Revisions and Feedback: 
Client: That sounds reasonable. What about ongoing maintenance and updates? Would you be 
available for that in the future? 


Freelancer: Absolutely! I offer maintenance and support packages to keep your website running 
smoothly and up-to-date with the latest technologies and security patches. We can discuss those 
details separately once the website is up and running. 


Payment and Terms: 

Client: Perfect! How do we proceed from here? Do you require any upfront payment? 
Freelancer: To get started, I'll need more detailed information about your requirements and any 
specific features you'd like to include. Once we have that, I'll prepare a formal proposal with a 
breakdown of the project scope, timeline, and cost. Generally, I do require a percentage of the total 
project cost as an upfront payment to secure my services. 


Confirmation and Next Steps: 
Client: Understood. I'll gather all the necessary information and share it with you. Let's proceed 
with the proposal, and I'll make the initial payment once we agree on the terms. 


Freelancer: Sounds like a plan! Feel free to reach out whenever you're ready with the details. If 
you have any questions in the meantime, don't hesitate to ask. 


Closing: 
Client: Thank you so much! I'm really looking forward to having a professional website for my 
fitness studio. 


Freelancer: You're welcome! I'm excited to work on your project too. Let's create an awesome 
website together. Just drop me a message when you're ready, and we'll get started! 

This is a basic structure, and the conversation may vary depending on the specific project, 
requirements, and communication style of the freelancer and the client. Adapt the structure to your 
own needs and feel free to add more details or questions as necessary. 


75.4 A Dialogue with an Inexperienced Freelancer and a Client: 

Context: It can be a question that how the conversation goes between a freelancer and a client. So 
here’s an example of a sales conversation with a freelancer who is not experienced and a client, 
and then an experienced freelancer and a client. 

Client: I’m looking to develop a new website for my business. 


Freelancer (Inexperienced): I’m experienced in WordPress, jQuery, CSS, and PHP. I’ve been 
developing websites for 5 years and have built over 50 websites for my clients. 
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Client: Okay. Do you have examples of your previous work? 


Freelancer (Inexperienced): Yes. You can find my portfolio on my website. Here is a link: 
http://portfolio.com. I am happy to provide references for you as well. 


Client: Great. How much do you usually charge? 


Freelancer (Inexperienced): I usually charge $80/per hour. 
Client: How long do you think this project would take? 


Freelancer (Inexperienced): I would estimate that this project would take between 40—60 hours. 
Client: OK. Can you write me a proposal? 


Freelancer (Inexperienced): Sure! I look forward to working with you. 

3 days later 

Inexperienced freelancer: Here is my proposal! 

Client: *No response* 

3 days later 

Inexperienced freelancer: Hello client, have you had a chance to see my proposal yet? 

Client: *No response* 

Inexperienced freelancer: Hello client, I’m willing to lower my rate to $60/hour and I promise I 
will get this project done in 30 hours. I really want to work with you and help your business with 
this project. 


Client: Sorry, but we’ve chosen to go with another freelancer. 


75.5 A Dialogue between Experienced Freelancer and Client: 


Client: Hello! I'm looking for a freelancer to help me with a project I have in mind. I've heard 
you're quite experienced and skilled in this field. Can you tell me more about your expertise? 


Freelancer: Hi there! Thank you for reaching out. I'd be happy to discuss my expertise. I have 
been working as a freelancer for several years now, focusing on web development. Over the years, 
I've successfully completed various projects for clients, delivering high-quality work and meeting 
deadlines. 
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Client: That sounds impressive! I'm specifically interested in web development for my business. 
How do you approach your work? 


Freelancer: When it comes to my work approach, I always start by understanding the client's 
requirements thoroughly. 

Client: That's exactly what I'm looking for in a freelancer! Could you provide some examples of 
projects you've completed that are similar to what I need? 


Freelancer: Certainly! I can share some relevant portfolio examples and case studies with you. 
I'll email them right after this conversation so you can have a closer look at projects similar to 
yours and the results they achieved. Additionally, if you have any specific questions about those 
projects or would like to hear more details, I'd be more than happy to discuss them with you. 


Client: How do you handle project communication and revisions throughout the process? 


Freelancer: I make sure to stay in touch regularly. We can use email, Slack, video calls, and audio 
calls whatever you prefer to share updates, address any concerns, and keep the project on track. 


Client: What are your rates for this type of project, and what is your estimated timeline for 
completion? 


Freelancer: I offer competitive rates that reflect the level of expertise and dedication I bring to 
each project. The exact cost will depend on the scope and complexity of the project. As for the 
timeline, I value your time and will work diligently to deliver the project within a reasonable 
timeframe. 


Client: Sounds fair. I'm impressed with your approach, and I think we can work together on this. 
Let's move forward! What are the next steps? 


Freelancer: That's wonderful news! Thank you for choosing to work with me. The next step would 
be to finalize the project requirements and scope. Once I have all the necessary information, I'll 
prepare the detailed proposal and contract for your review and approval. 


Client: Perfect! I'll gather all the project details and share them with you. Let's get this project 
started! 


Freelancer: Excellent! I'm excited to work with you and bring this project to life. If you have 


any questions or need further assistance at any point, feel free to reach out. Looking forward to a 
successful collaboration! 
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80. Business Etiquette 


80.1 What is Business Etiquette: 

Etiquette is not a rigid set of rules but rather a flexible framework that varies across cultures, 
regions, and social contexts. It guides individuals on how to behave and communicate in a way 
that demonstrates consideration, respect, and courtesy toward others. 

So business etiquette refers to the customary code of behavior and professional conduct that 
individuals are expected to follow in a business or professional setting. It involves the norms and 
practices that govern interactions and relationships among colleagues, clients, and business 
partners. Business etiquette refers to the requirements and expectations of social and business 
behavior, practices and conduct that are prescribed by social convention, and a code of ethical 
behavior among professionals. It’s not just about rules and telling people what they can or can’t 
do, it’s about ensuring that people are treated with respect. 


Here are Some Important Aspects of Business Etiquette: 


Professional appearance: Dressing appropriately for the workplace is important. It is generally 
recommended to wear formal or business attire unless the workplace has a more casual dress code. 
Maintaining personal hygiene and grooming standards is also essential. 


Punctuality: Being on time for meetings, appointments, and work-related events is crucial. 
Arriving late is considered disrespectful and can disrupt schedules and plans. If you anticipate 
being delayed, it is courteous to inform the relevant parties in advance. 


Communication: Effective communication is vital in business settings. Use clear and concise 


language, maintain a professional tone, and be respectful in your interactions. Avoid interrupting 
others when they are speaking and listen actively to understand their perspectives. 


124|Page 


Introductions: When meeting new people in a business context, it is customary to introduce 
yourself with a firm handshake (where appropriate) and state your name and role. If you are 
introducing colleagues or clients, use their full names and briefly mention their job titles or roles. 


Business cards: Exchanging business cards is a common practice in many cultures. Make sure 
your business cards are up-to-date and carry them with you. Present and receive cards with both 
hands and take a moment to review the card before putting it away. 


Networking Skills: Engage in networking opportunities with professionalism and sincerity. 
Introduce yourself, listen attentively, exchange business cards, and follow up with contacts 
afterward. 


Meetings and presentations: Be prepared for meetings by familiarizing yourself with the agenda 
and relevant materials. Arrive early, be attentive, and contribute to the discussion when 
appropriate. During presentations, maintain eye contact, use visual aids effectively, and engage 
the audience. 


Technology etiquette: Use electronic devices appropriately in meetings and other professional 
settings. Avoid distractions caused by phones, tablets, or laptops, unless they are necessary for the 
meeting. When using technology for work-related communication, respond promptly and 
professionally. 


Dining etiquette: Business meals or dinners often occur in professional settings. Familiarize 
yourself with basic dining etiquette, such as using the correct utensils, observing good table 
manners, and engaging in polite conversation. Follow the lead of your host or senior colleagues 
regarding ordering, seating, and paying the bill. 


Respect for cultural differences: In a global business environment, it is important to be aware of 
and respectful of cultural differences. Familiarize yourself with the customs, values, and norms of 
different cultures to avoid unintentional misunderstandings or offense. Show respect for different 
cultural backgrounds, beliefs, and perspectives. Avoid making assumptions or engaging in 
discriminatory behavior. 


Thank-you notes and follow-ups: After meetings, interviews, or other business interactions, it is 
polite to send thank-you notes or emails to express appreciation and reinforce professional 
relationships. Following up on action items or commitments made during the meeting 
demonstrates reliability and professionalism. 


Respect for Personal Space: Be aware of personal space boundaries and respect them. Maintain 
an appropriate distance while conversing and avoid invading someone's personal space. 
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Email and Communication Etiquette: Use a professional tone and proper grammar when 
composing emails. Respond promptly, acknowledge receipt of important messages, and be concise 
and clear in your communication. Adhering to the email etiquette will help you establish 
professionalism, build stronger relationships in the workplace and represent your employer well. 
It'll also make communications more efficient and prevent you and the business from getting into 
trouble. Familiarizing yourself with professional email etiquette will help you communicate 
respectfully with others and succeed in your career. So be aware of email violations. 


Keep it professional: Never convey anger, use profanity, or make a racist remark even if they are 
meant to be a joke. 

Don't discuss confidential information: Most email is insecure unless it has been encoded or 
encrypted. Because of this, sending an email is like sending a postcard for many eyes to see. Never 
send confidential information to someone through email. 

Think before you send: Don’t treat email casually. Play it safe. In general, don't write anything 
in an email that you wouldn't feel comfortable saying in a crowded elevator. Whenever you're 
writing an email, take a moment to think before you send it. 


80.2 Importance of Business Etiquette in Our Career: 

Demonstrating proper business etiquette enhances our professionalism and credibility. It reflects 
our respect for others, our commitment to professionalism, and our attention to detail. Employers 
and colleagues are more likely to perceive you as competent, reliable, and trustworthy. 


e Positive Impressions: First impressions are crucial in the business world. By adhering to 
proper etiquette, you create a positive and lasting impression on clients, colleagues, and 
superiors. This can lead to better opportunities, stronger relationships, and increased chances 
of professional success. 


e Effective Communication: Good business etiquette promotes effective communication. It 
ensures that the messages are clear, respectful, and well-received. Active listening, speaking 
with tact, and using appropriate language and tone contribute to successful business 
interactions, minimizing misunderstandings and conflicts. 


e Relationship Building: Business etiquette helps foster positive relationships with clients, 
colleagues, and superiors. Polite and respectful behavior, active listening, and demonstrating 
interest in others' perspectives can lead to stronger connections and networks. Building rapport 
and trust is essential for collaboration, teamwork, and career advancement. 
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e Professional Growth: Demonstrating good business etiquette can contribute to our 
professional growth. It helps us stand out among our peers and positions us for opportunities 
such as promotions, leadership roles, and important projects. Employers value individuals who 
can represent their organization professionally and maintain 


We should remember that business etiquette may vary across industries, regions, and cultures. It 
is essential to adapt and observe the specific customs and expectations of the business environment 
we are in, while also maintaining a respectful and professional demeanor. 


80.3 How to Use Formal Words 


Formal words also known as a formal vocabulary or formal language, refer to words and phrases 
that are typically used in formal settings, professional contexts, and academic writing. So in short, 
these words that are typically used in corporate environments these words are characterized by 
their elevated tone, precision, and adherence to standard grammar and syntax. Formal words tend 
to convey a sense of politeness and respect. They often avoid casual or informal expressions that 
may be considered inappropriate in formal settings. Formal words are often employed when 
professionalism, respect, and a sense of decorum are required. We need to sound professional in 
the working sectors. We can sound professional by using formal words. 


The use of formal words is highly valued as it helps convey professionalism, clarity, and respect. 
Here are some examples of formal words commonly used in business communication: 


e Provide (With) instead of Give 

e Receive instead of Get 

e Attend instead of Come 

e Assure — instead of Guarantee 

e Penalty instead of Punishment 

e Authorize instead of Allow 

e Modify instead of Change 

e Respond instead of Answer 

e Finally instead of In the End 

e Elaborate instead of Asking someone to add more 
e However instead of But 

e Moreover/ Furthermore instead of Also 
e Conduct instead of do or perform 

e Collaborate instead of work together 

e Implement instead of put into action 
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Dialogue by using the formal words so that we can understand the usage of the formal 
words properly: 


Buyer: Good morning, I am Kamal Hasan from South Point Corporation, and we are currently 
seeking a skilled freelancer to provide assistance in developing a comprehensive marketing 
strategy for our new product line. Could you kindly elaborate on your experience in marketing 
strategy development? 

Freelancer: Good morning. I am Nisa Sarwar, and I have extensive experience in devising 
marketing strategies for various clients in different industries. 


Buyer: Hello, Nisa. It's good to know that you have a proven track record in marketing strategy 
development. Before we proceed, could you provide us with some samples of your previous 


works? 


Freelancer: Certainly, I can provide you with a portfolio containing successful marketing 
strategies that I have implemented for previous clients. 


Buyer: Thank you. By the way, how do you modify your strategies to suit tight schedules? 


Freelancer: I understand the significance of meeting tight schedules. When working with limited 
timelines, I prioritize efficiency and focus without compromising on quality and effectiveness. 


Buyer: Your commitment to meeting deadlines is reassuring. How do you respond to changes 
or adjustments that may arise during the strategy implementation phase? 


Freelancer: I maintain open communication throughout the project. 

Buyer: How do you ensure a seamless process? 

Freelancer: A seamless implementation is vital. To achieve this, I will conduct thorough research 
and conduct necessary market analysis. Moreover, I will collaborate closely with your team to 
ensure a coordinated effort. 


Buyer: We are confident in your abilities and want to work with you in the future as well. 


Freelancer: Thank you for your trust. I am eager to collaborate with your team and contribute to 
its success. 
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By using formal words, we can enhance your professionalism, promote clarity, convey respect, 
comply with legal requirements, facilitate global communication, demonstrate professional 
etiquette, and contribute to corporate branding. Incorporating formal language into our business 
communication can significantly impact your effectiveness and success in the professional world. 


Class Evaluation: 
e One Assignment on the Usage of Formal Words 


e Exam of 10 marks with the Situational Dialogue Practic 


Note: Students will be divided into groups of two people, and they will practice Dialogue on a 
given situation by the trainer. 
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85. Interview Preparation & Job Tips 


85.1 Cover letter writing 


A cover letter is a one-page document that you submit as part of your job application (alongside 
your CV or Resume). It is a formal document that accompanies a job application or resume. It is 
typically sent to the employer or hiring manager to introduce yourself, express your interest in a 
specific job position, highlight your qualifications, and explain why you are a suitable candidate 
for the role. The purpose of a cover letter is to make a compelling case for why you should be 
considered for an interview and to introduce you as well as briefly summarize your professional 
background. On average, your cover letter should be from 250 to 400 words long. A good cover 
letter can spark the HR manager’s interest and get them to read your resume. A bad cover letter, 
on the other hand, might mean that your application is going directly to the paper shredder. So, to 
make sure this doesn’t happen, it’s essential to know how to write a convincing cover letter. 


A well-written cover letter should include the following components: 


Header: Include the information of the organization (position, name of the organization, and 
address of the organization) at the top of the letter and followed by the date. 


Salutation: Address the hiring manager or employer by name if possible. If the name is not 
provided, you can use a generic salutation such as "Dear Hiring Manager" or just “Dear Sir”. 


Introduction: Begin your letter with a strong opening paragraph that states the position you are 
applying for and explains how you learned about the job. You can mention if you were referred by 
someone or if you came across the job listing on a specific platform. 


Body paragraphs: Use the body of the cover letter to highlight your relevant skills, qualifications, 
and experiences that make you a strong fit for the job. Expand on key points from your resume, 
emphasizing how your background aligns with the requirements of the position. Be specific and 
provide examples to demonstrate your capabilities. 


Personalization: Tailor your cover letter to the specific company and position you are applying 
for. Research the organization and mention why you are interested in working for them. Show that 
you understand their goals, values, or recent accomplishments, and explain how your skills and 
experience can contribute to their success. 


Closing paragraph: Summarize your qualifications and express your enthusiasm for the 
opportunity to interview for the position. Indicate that you are available for further discussion and 
provide your contact information. You can also express gratitude for their consideration. 
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Closing and signature: End the letter with a professional closing, such as "Sincerely" or "Best 
regards," followed by your full name and a handwritten signature if you are sending a hard copy. 
If you are submitting the cover letter electronically, you can simply type your name. 


Tips for writing an effective cover letter: 


e Keep it concise: Aim for a one-page cover letter that is clear, focused, and to the point. 

e Use a professional tone: Maintain a formal and professional tone throughout the letter. 

e Proofread: Double-check your cover letter for any grammatical errors, typos, or 
inconsistencies. 

e Customize for each application: Tailor your cover letter to each job application, highlighting 
the most relevant skills and experiences. 

e Quantify achievements: Whenever possible, include specific numbers or metrics to 
demonstrate your accomplishments and impact. 

e Be positive and confident: Showcase your enthusiasm and confidence in your ability to 
contribute to the company. 


Here is a sample of a Cover Letter: 


03.08.23 

The Head of HR 

Catalyst Solution 

Banani Road 11/A, Dhaka 


Dear Sir, 


I am writing to apply for the Digital Marketer position at Catalyst Solution. As a recent graduate 
with one year of experience degree in Digital Marketing, I am excited about the opportunity to 
contribute my skills and knowledge to help your organization achieve its marketing objectives. 
After my graduation, I have gained a solid foundation in various digital marketing strategies, 
including social media marketing, content creation, search engine optimization, and email 
marketing. I actively participated in a course in Digital Marketing which allowed me to gain 
practical experience in creating engaging social media content, assisting with website 
optimization, and assisting in email marketing campaigns. These experiences have nurtured my 
creativity and problem-solving abilities, making me confident in my ability to contribute to the 
success of your organization. 


I am confident that my dedication, adaptability, and enthusiasm make me a valuable asset as a 
Digital Marketer at Catalyst Solution. I am eager to learn from the experienced professionals in 
your team while contributing fresh perspectives and ideas. 
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Thank you for considering my application. I have attached my resume for your review. I would 
welcome the opportunity to discuss how my skills and passion for digital marketing align with the 
company’s vision and goals. 


Sincerely, 


Jannatul Nadia 
Contact No: 017............. 


Details about CV and Resume 


A CV (Curriculum Vitae) and a resume are both documents used to present your professional 
background, skills, and qualifications to potential employers. While they serve a similar purpose, 
there are some differences between the two: 


CV: 

e ACV tends to be longer and more detailed, typically spanning multiple pages. 

e Itis commonly used in academic, research, and scientific fields or when applying for positions 
outside of the United States. 

e A CV includes comprehensive information about your education, research experience, 
publications, presentations, teaching experience, awards, and other relevant academic or 
professional accomplishments. 

e It provides a comprehensive overview of your entire career trajectory, often going back to the 
earliest stages. 
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Resume: 

e A resume is shorter and more concise, typically limited to one or two pages. 

e It is widely used in the United States and other countries for most job applications in various 
industries. 

e A resume focuses on your work experience, skills, and achievements related to the specific job 
you are applying for. 

e Ithighlights your relevant professional experience, emphasizing measurable accomplishments 
and skills that are applicable to the position. 

e A resume may include a summary or objective statement, key skills, work experience, 
education, certifications, and additional sections such as volunteer work or professional 
affiliations. 


The choice between a CV and a resume depends on the requirements and expectations of the 
industry, country, or specific job application. It is important to review the guidelines provided by 
the employer or consult local norms when determining which document to use. 


When writing a CV or resume in proper formal language, there are four parts to consider. 
e Personal Profile 

e Employment 

e Education 

e Skills and Hobbies 


Personal Profile: Your personal profile is a short introduction to you, your skills and your future 
goal. So it generally goes at the top of your CV under your contact info. You need not to write 
more than four or five sentences and in the first sentence write about yourself. 


For example, I am a business graduate student seeking employment in the Supply Chain 
Management sector. I have excellent communication skills, enabling me to effectively 
communicate with a wide range of people. I am looking for a full-time position in the industry in 
which I can put into practice my knowledge and experience, ultimately benefiting the operations 
of the organization that I work for. 


Employment: In this section of your CV, you should list the companies you have worked for, the 


dates you worked there, your responsibilities, and any significant achievements if you are 
experienced. If you are a fresher then write about internships and other courses. 
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For example, you might write “Customer Service Associate, January 2022 to January 2023”. Main 
Responsibilities: Responding to customer queries and complaints, creating and implementing 
surveys to gather customer feedback. 

You do not need to write the full sentences about your responsibilities and achievements, just 
provide the bulleted lists. 

There are two possible styles to use and you can choose one but we cannot mix the styles. 

e One way is to write sentence fragments starting with an - ing verb. 

e The other way is to write sentence fragments starting with a past simple verb. 


Education: On most CVs education either goes at the top after the personal profile or after the 
work experience section. Here you list the institution, qualification, grades, and dates. You might 
add the modules you studied or the project you have worked on etc. 


For example, Khulna University, 2016 to 2019, Bachelor of Business Administration. 
You also need to add the major subject, projects, and the thesis you have worked on. 


Skills and Hobbies: You might list your hobbies and interests. You need to add your skills like 
Photoshop, Illustrator, MS Office, etc. 


For example, Computer Skills: MS Office, Powerpoint, etc 
Hobbies & Interests: Arts and crafts, Traveling, etc. 


At the end of your CV, you might list the relevant skills such as other languages which you speak, 
certificates, or software you can use. 
For example, the Language spoken: English, Arabic & Hindi. 


Do not forget to proofread it carefully before you send it in. In most situations, recruiters won’t 
spend long the first time they look at your CV. Even small things like spelling mistakes can mean 
your CV gets thrown out. So take the time to check everything. 


Here is a sample of a CV of a Freelancer: 
A freelancer should prepare a CV like this by including all the soft skills a freelancer should 
have. 
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90. How to Write a Formal Email 


A formal email is a professional communication sent electronically using email. It is typically used 
for official or business-related purposes, such as job applications, inquiries, or professional 
correspondence. Unlike informal emails, formal emails follow specific conventions and etiquette 
to maintain a professional tone and convey information clearly and effectively. It uses professional 
language and clear formatting to begin or continue a discussion relating to a professional or 
otherwise important subject. People also use formal emails to signal respect when contacting 
someone they do not know personally. Formal emails are the default for work-related settings and 
communications, ensuring that employees’ communications represent their organization well. 


Here are the steps to write a Formal Email: 


e Subject Line: 

Your subject line directly states the topic of your email. The subject line should be concise and 
specific, summarizing the purpose of your email. Make it informative and relevant to catch the 
recipient's attention. Here's an example: 

Subject: Job Application for Marketing Coordinator Position 


e Salutation: 

Open the text of your email body with a formal salutation, addressing the recipient appropriately. 
Use their name if you have it, or use a general salutation if you don't. Here are some formal 
salutations you might use: 

e Dear 

e Hello 

e Greetings 

e To Whom It May Concern (if the recipient's name is unknown) 


Here are a couple of examples: Dear Mr. Johnson, or Dear Hiring Manager, 


e Introduction: 

If you have not already communicated with the recipient, introduce yourself in your first sentence. 
State your name and then explain your relation or relevance to the recipient. For instance, a 
professor would want to know if you are writing as a student or faculty member, and a business 
owner would want to know if you are a potential client or another business employee. Conclude 
your first paragraph with one sentence stating your reason for writing. So begin with a brief 
introduction to establish the purpose of your email and provide context. 


Here's an example: 
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I hope this email finds you well. My name is [Your Name], and I am writing to express my interest 
in the Marketing Coordinator position at ABC Company. I recently came across the job posting 
on your company's website and was impressed by the qualifications and responsibilities outlined. 
e Body: 

The body of the email should contain the main message or content. Be clear and concise, 
addressing one topic per paragraph. Provide relevant information, ask questions, or make requests. 


Here's an example: 

I have a Bachelor's degree in Marketing and three years of experience in digital marketing. My 
expertise includes social media management, content creation, and campaign analysis. I have 
successfully managed various marketing campaigns, resulting in increased brand visibility and 
engagement. I am confident that my skills and qualifications align well with the requirements of 
the Marketing Coordinator position at ABC Company. 

e Politeness and Professional Language: 

Use polite and professional language throughout the email. Be respectful and maintain a 
professional tone. 


Here's an example: 

I would appreciate the opportunity to discuss how my skills and experience can contribute to ABC 
Company's marketing efforts. If possible, I would be grateful for an interview to further discuss 
my qualifications. Please let me know if there is any additional information or documents I can 
provide to support my application. 

e Clear Structure and Formatting: 

Use paragraphs to organize your thoughts and make the email easy to read. Maintain a clear 
structure by using headings or bullet points when appropriate. 


Here's an example: 

I have attached my resume and a portfolio of my previous marketing projects for your reference. 
Please feel free to reach out to me at your convenience via email or phone (insert contact details) 
to schedule an interview. Thank you for considering my application. 

e Closing: 

Your final paragraph thanks your recipient for the time they took to read and consider your 
message. End the email with a professional closing, followed by your full name providing 
professional contact information if appropriate. Here are some formal closings you can use: 


e Regards 
e Best 

e Sincerely 
e Yours 


e Respectfully 
e With respect 
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Here's an example: 
Thank you for your time and consideration. I look forward to the possibility of joining the team at 
ABC Company. Sincerely, [Your Name] 


e Proofreading: 

Before sending the email, proofread it carefully to check for any grammatical errors, typos, or 
inconsistencies. Ensure that the email is professional, concise, and free of unnecessary 
information. 


» Hil Let me introduce myself. 


futurementor@mentorme.com 
Hi! Let me introduce myself. 


Hi! 

I'm Shayna, a freelance marketing consultant. It's a pleasure to meet you! l'm writing to you 
because, according to the Internet, you're also a freelance marketing consultant -- but, unlike me, 
you've been freelance for longer than a week. 


Your website blew me away. You're awesome at what you do. | want to be awesome too -- that's 
why I'm reaching out to you. 


Can | take you out for coffee next week and talk digital with you? 
Thanks for your time! Looking forward to meeting you! 


Best, 
Shayna 


Shayna 
Head of Friendship / The nuSchool 
Thoughts - Feelings 


Sans Serif ~ fT ~ B Z U A 3 : ® 


y Track #® Remind « Templates « 


| soa IPORO a 
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This is just a general template, and you should tailor your formal email based on the specific 
purpose and recipient. The example provided above can serve as a guide, but it's important to 
customize it to your unique situation and requirements. 


Here is a sample of a formal email to a client: 


To: andrewa2 @ gmail.com 
Subject: Regarding Project Completion and Deliverables! 


Dear Sir, 


I hope this email finds you well. I am thrilled to share the completion of our project and the delivery 
of the final deliverables! It has been a fantastic journey working with you on Website Management, 
and I am proud of the results we have achieved together. 


Throughout the project, your valuable feedback and collaboration played a crucial role in shaping 
the final outcome. I am confident that the deliverables not only meet your expectations but also 
align perfectly with your objectives. 


Kindly review the Website at your convenience, and if there are any additional changes or 
adjustments you would like, please do not hesitate to let me know. Your satisfaction is my priority, 
and I am committed to ensuring that the project meets all your requirements. 


If there are any other projects or tasks you would like to collaborate on in the future, I am more 
than happy to discuss them. Building long-term relationships with clients like you is essential to 
me, and I am eager to support your future endeavors. 


Thank you once again for the opportunity to work with you. I look forward to hearing your 
feedback on the deliverables. Should you have any questions or need further assistance, please feel 


free to reach out to me anytime. 


Best regards, 
Isratul Jakia 
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90.2 How to Use Formal Phrases in Email 


Here are a few examples of phrases commonly used in business English: 


On the same page: This phrase is used to indicate that individuals or teams share a common 
understanding or agreement regarding a particular topic or objective. For example, "Let's make 
sure we're all on the same page before moving forward with the project." 


Out of the loop: This phrase is used when someone is not aware of or lacks information about a 
particular situation or development. For instance, "I'm sorry, I've been out of the loop. Could you 
please fill me in on the latest updates?" 


Keep me in the loop (To “keep me/you/her/him/them in the loop”): means to keep someone 
involved and updated about developments in a project or situation. It comes from “looping” 
someone into an email chain — that is, cc’ing them into the digital conversation). You can “keep 
someone in the loop” by informing them of what happens in meetings, and alerting them when 
decisions are made. 


Bottom line: This phrase is used to refer to the ultimate or most important factor or result in a 
business context. It emphasizes the key outcome or the essential point being discussed. For 
example, "The bottom line is that we need to increase our sales revenue to meet our targets." 


Think outside the box: This phrase is often used to encourage creative or innovative thinking, 
suggesting the exploration of unconventional or alternative solutions. It promotes a mindset that 
goes beyond traditional approaches. For instance, "To overcome this challenge, we need to think 
outside the box and explore new strategies." 


Get the ball rolling: This phrase is used to suggest initiating or starting a project, task, or process. 
It implies taking action and beginning the necessary steps. For example, "Let's schedule a meeting 
to get the ball rolling on this new initiative." 

Cutting-edge: This phrase is used to describe something that is innovative, advanced, or at the 
forefront of its field. For instance, "Our company is known for its cutting-edge technology 
solutions." 


At the end of the day: This phrase is often used to summarize or emphasize the key point or 
ultimate outcome of a discussion or decision. It signifies the final result of the most important 
aspect. For example, "We have considered various options, but at the end of the day, profitability 
should be our primary focus." 
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FYI — For your information: This is used to inform someone about a piece of information. 
Example: FYI, I am going to Canada, so we can have a meeting there. 


ASAP - As soon as possible: This phrase is used to do something as soon as possible. Example: 
Please submit the project report, ASAP. 


90.3 An Email sample by using the Formal Phrases: 
Subject: Inquiry about Project Collaboration 
To whom it may concern, 


I hope this email finds you well. My name is Saira Akter, and I am a Project Manager at South 
Point Solutions. We are currently exploring potential collaborations with reputable freelancers to 
assist us in completing a time-sensitive project. 


Please find attached the project proposal, outlining the scope, requirements, and expected 
outcomes. We are seeking a freelancer with expertise in web development and design to join our 
team. FYI, the project deadline is two weeks from today, and it is crucial for us to meet this 
timeline to ensure successful project delivery. ASAP, kindly review the attached proposal and 
provide us with your portfolio and relevant experience in web development. Additionally, we 
would appreciate a detailed quote for your services based on the provided scope. 


I am cc'ing our Senior Management Team to keep them informed of our progress and to ensure 
transparency throughout the process. 


We are looking for a dedicated professional who can work 9 to 5 on this project and is committed 
to meeting deadlines without compromising on quality. We would like to set up a meeting to 
discuss further details and clarify any inquiries you may have. Please let us know your availability 
to schedule a virtual meeting at your earliest convenience. 


Thank you for considering our request, and we look forward to your prompt response. 


Best regards, 
John Smith 


Project Manager 

South Point Solutions 

Email: sairaal0@solutions.com 
Phone: 018........... 
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90.4 Common Question Answer for Interview 


An interview is a common phase of our lives and nowadays in job interviews, communication in 
English is a kind of skill. Preparing for a job interview can be a nerve-wracking experience, 
especially when we don't know what kind of questions the interviewer might ask. Job interviews 
can be daunting, but being prepared for common interview questions can help us feel more 
confident and increase our chances of getting the job. However, with a little bit of preparation, we 
can be ready to face any question that comes our way. In a job interview, our focus will be on our 
work achievements. 


Here are some common interview questions and tips on how to answer them effectively: 


Tell me about yourself. 

This is often the first question asked in an interview. The interviewer wants to know about your 
professional background, skills, and experiences. Keep your response brief, focusing on your 
relevant skills and experiences. You can also highlight your strengths and accomplishments. 


e Answer: I am Sanjida Rahman brought up in Pabna. Thank you for giving me the opportunity 
to introduce myself. I completed SSC from Chandpur School in 2020 and completed HSC from 
Govt. College in 2023. (You can add any experience if you have any). Currently, I am 
preparing for FET, Foundation English Test. I believe in myself and whatever I do, I do it with 
confidence. That’s all about myself. 


Why do you want to work for our company? 

This question allows you to demonstrate your knowledge of the company and your passion for the 
industry. Research the company before the interview and show that you understand their mission, 
values, and goals. Explain how your skills and experience align with the company's needs. 


e Answer: I am highly inspired by the service of this organization. This organization is the 
fastest-growing organization and I want to be a part of the growth of the company. 


What are your strengths and weaknesses? 

This question is meant to assess your self-awareness and ability to improve. When discussing your 
strengths, choose ones that are relevant to the job and demonstrate your value to the company. For 
weaknesses, focus on areas where you can improve and explain how you are working to overcome 
them. 
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e Answer: I am very good at communication. I have leadership qualities and I am a good team 
player. Whatever I do, I do that with full dedication. 


Why should we hire you? 

This question gives you the opportunity to showcase the skills and experiences that make you the 
best fit for the job. Highlight your relevant achievements and demonstrate how your skills and 
experience align with the job requirements. 


e Answer: I have good communication skills and I am an experienced Graphic Designer/ Digital 
Marketer. The job description matches my qualities and skills. So I believe I should be hired. 


Can you tell me about a time when you faced a difficult situation at work? 

This is a behavioral interview question, which means the interviewer is looking for specific 
examples of how you handle challenges. Use the STAR method (Situation, Task, Action, Result) 
to describe the situation, explain what you did, and highlight the positive outcome. 


e Answer: I had to do a task but I did not have that much knowledge about the task. So I 
researched and tried my best to complete the task. I don’t like to give up and I did not give up 
that time. 


What are your salary expectations? 

This can be a tricky question, but it's important, to be honest, and realistic. Do research on the 
salary range for the position in your area and provide a range that aligns with your experience and 
qualifications. 


e Answer: My expectation is 30 thousand but it can be negotiated. (If you want to negotiate) 


Do you have any questions for us? 

This is an opportunity for you to learn more about the company and demonstrate your interest in 
the job. Ask about the company culture, team dynamics, or opportunities for growth within the 
company. 

Job interview self-introduction can become second nature if you practice it over and over 
again. Practice the introduction in front of a mirror or record yourself until you are completely 
comfortable with the self-introduction. It’s important to only share relevant information that the 
interviewer would want to hear. You can talk about yourself and your interests, but be sure to also 
include your achievements, qualifications, and other relevant information about yourself that 
makes you suitable for the job position. 
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e Answer: I want to know about the leave policy. 


Remember to prepare for common interview questions, but also be flexible and open to unexpected 
questions. The key is, to be honest, authentic, and confident in your responses. 


Dialogue between an interviewer and an applicant: 


Interviewer: Good morning! Thank you for coming in today. Please have a seat. 

Applicant: Good morning! Thank you for having me. It's a pleasure to be here. 

Interviewer: Let's start with a common interview question. Can you tell me about yourself? 
Applicant: Certainly! My name is Sarah, and I recently graduated with a bachelor’s degree in 


business administration. During my studies, I developed a strong passion for marketing and gained 
hands-on experience through internships at two different companies. I have a keen interest in 
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digital marketing and have been actively involved in managing social media campaigns and 
analyzing their impact. I'm excited to apply my skills and contribute to a dynamic marketing team. 


Interviewer: That sounds great, Sarah. Now, let's move on to a behavioral question. Can you give 
me an example of a time when you had to work effectively in a team? 


Applicant: Certainly. In my previous internship, I was part of a cross-functional team responsible 
for organizing a large-scale event. We had a tight deadline and a lot of tasks to complete. To ensure 
effective collaboration, I took the initiative to schedule regular team meetings and create a shared 
project management platform. I encouraged open communication, listened to team members' ideas, 
and allocated tasks based on individual strengths. By fostering a supportive and collaborative 
environment, we successfully executed the event, exceeding our targets and receiving positive 
feedback from attendees. 


Interviewer: That's impressive, Sarah. Moving on, can you describe a situation where you faced 
a challenge and how you overcame it? 


Applicant: Certainly. In my previous role as a marketing assistant, we had to launch a new product 
within a tight timeframe. However, we faced unexpected delays in the production process, 
jeopardizing our planned launch date. To overcome this challenge, I immediately organized a 
meeting with the production team to understand the reasons behind the delays. Through effective 
communication and collaboration, we identified areas for improvement, streamlined the 
production process, and managed to meet the revised launch deadline. This experience taught me 
the importance of adaptability, problem-solving, and maintaining open lines of communication. 


Interviewer: Well done, Sarah. Lastly, do you have any questions for me or anything else you 
would like to add? 


Applicant: Thank you for asking. I do have a question. Can you tell me more about the company 
culture and opportunities for professional growth within the organization? 


Interviewer: Of course. Our company values collaboration, innovation, and continuous learning. 
We prioritize employee development through training programs, mentorship opportunities, and 
internal promotions. We encourage employees to take on new challenges and provide support for 
their professional growth. We believe in fostering a positive work environment that encourages 
creativity and teamwork. 


Applicant: That sounds fantastic. I'm really excited about the opportunity to contribute to such a 
dynamic and supportive company culture. 
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Interviewer: It was a pleasure speaking with you, Sarah. Thank you for your time and thoughtful 
responses. We will be in touch soon regarding the next steps in the hiring process. 


Applicant: Thank you so much for the opportunity. I look forward to hearing from you. Have a 
great day! 


Interviewer: You too, Sarah. Goodbye! 
2.Dialogue of Participating in a Job Interview 


Context: You are attending a job interview for a position at a reputable company. Here's a scenario 
to demonstrate participating in a job interview using English for everyday situations: 


Interviewer: Good morning. Please have a seat. We're pleased to have you here today. Let's begin 
with some questions to get to know you better. 


Interviewee: Good morning. Thank you for inviting me. I'm excited to be here. 
Interviewer: Can you please tell us a bit about yourself and your background? 


Interviewee: Certainly. My name is Sadia Tasnim. I recently graduated from Khulna University 
in English. I have two years of experience working as an Executive at Catalyst Solutions, where I 
gained valuable skills of social media marketing. I'm passionate about Digital Marketing and eager 
to contribute my expertise to a company like yours. 


Interviewer: That sounds impressive. Why are you interested in working for our company? 
Interviewee: I have been following your company's success and reputation in the industry for 
some time now. I admire your commitment to innovation, customer satisfaction, and the positive 


work culture you foster. I believe that working here would provide me with the opportunity to 
grow professionally, contribute to exciting projects, and be part of a dynamic team. 
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Interviewer: Can you tell us about a challenge you faced at work and how you handled it? 


Interviewee: Certainly. In my previous role, we had a tight deadline to complete a complex 
project. However, one of our key team members unexpectedly fell ill, leaving a significant gap in 
the team. To address this challenge, I immediately stepped in and took on additional 
responsibilities to ensure the project stayed on track. I also collaborated with my colleagues to 
redistribute tasks and prioritize the workload. By effectively managing resources and maintaining 
open communication, we were able to meet the deadline successfully. 


Interviewer: Excellent. How do you handle working in a team? 


Interviewee: I believe teamwork is crucial for achieving success in any project. I actively 
contribute to team discussions, listen to others’ perspectives, and value different viewpoints. I am 
supportive, respectful, and always willing to lend a helping hand to my teammates. I also believe 
in effective communication, setting clear expectations, and fostering a collaborative environment 
where everyone can thrive. 


Interviewer: Great. One last question. Where do you see yourself in five years? 


Interviewee: In the next five years, I aspire to grow both professionally and personally. I aim to 
take on more leadership roles, leveraging my skills and experience to make a significant impact 
within the company. I'm also committed to continuous learning and professional development, 
staying updated with industry trends and best practices. 


Interviewer: Thank you for your answers. We appreciate your time and interest in our company. 
We will be in touch soon. 

Interviewee: Thank you for the opportunity. I appreciate your time and consideration. I look 
forward to hearing from you. Have a great day. 


Interviewer: You too. Goodbye. 
These dialogues are just an example, and actual interviews may vary in structure and content. 
Preparing and tailoring your answers to your own experiences and the specific job you are applying 
for is essential. 
Class Evaluation: 

e Two Assignments on Cover Letter, CV & Email Writing 

e Exam of 10 marks on A Formal Interview Session. 


Note: The trainer and the Trainees will play the role of Interviewer and Interviewee in a 
Situational Interview Session. 
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95. How to give a PowerPoint Presentation in English 


Giving a presentation refers to the act of delivering information, ideas, or a message to an audience 
in a structured and organized manner. Presentations are commonly used in various settings, 
including business, education, conferences, and public speaking engagements. During a 
presentation, the presenter typically stands in front of an audience and utilizes different 
communication techniques to convey their message effectively. This may involve the use of visual 
aids such as slides, charts, videos, or props to enhance understanding and engagement. 


Delivering a great presentation in English requires effective communication skills, preparation, 
and the most important thing practice. Besides it requires effective including clarity of speech, and 
appropriate use of body language, maintaining eye contact, and engaging the audience. A 
successful presentation aims to capture the audience's attention, convey information accurately, 
and leave a lasting impact. 


Presentation Style: 

Prepare your presentation slide with the Introduction - Body - Conclusion part. (we cannot 
elaborate or write like a paragraph, the writing should be on point with key points. In presentations, 
it's important to be concise and deliver information efficiently. Concise writing involves using 
clear and straightforward language, avoiding unnecessary details or jargon, and getting to the point 
quickly. This writing style helps maintain audience engagement and ensures that the message is 
easily understood. 
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Imagine you are standing in front of your colleagues. First, you need to introduce yourself and 
what your presentation is about. You can say something like this; 


e Good morning/ Hello everyone. My name is Srity Tabassum and I am working in the 
Marketing Department (your own position) 

e Mention your presentation topic; Today I am going to talk about the Importance of Women's 
Empowerment (your own topic). 

e At the end of the presentation, Thank you everyone for listening to me. This was all about my 
presentation. Please feel free to ask any questions. 


Here are some tips to give a successful presentation: 


Know your audience: Understand the background, knowledge level, and expectations of your 
audience. Adapt your language, tone, and content accordingly to ensure maximum engagement 
and understanding. 


Plan and structure your presentation: Clearly define the purpose and main message of your 
presentation. Organize your content into a logical structure with an introduction, main points, and 
a conclusion. Use visual aids, such as slides, to enhance understanding and retention. 


Use clear and concise language: Use simple and precise language to convey your ideas. Avoid 
jargon, acronyms, or complex terminology that may confuse your audience. Use short sentences 
and varied sentence structures to maintain interest. 

Speak slowly and enunciate: Speak at a moderate pace, allowing your audience to follow your 
speech. Enunciate your words clearly, paying attention to pronunciation. Be mindful of your tone 
and vary it to maintain engagement. 
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Engage the audience: Encourage audience participation and interaction. Ask questions, provide 
opportunities for discussion or feedback, and involve the audience through activities or visual aids. 
This helps maintain interest and makes the presentation more interactive. 


Use visual aids effectively: If you are using slides or visual aids, make sure they enhance your 
presentation rather than overpower it. Keep visuals simple, uncluttered, and visually appealing. 
Use bullet points, charts, or graphics to convey key information. 


Practice and rehearse: Rehearse your presentation multiple times to improve your delivery and 
timing. Pay attention to your body language, gestures, and facial expressions. Practice with a friend 
or record yourself to receive feedback and make necessary improvements. 


Maintain eye contact: Establish eye contact with your audience to create a connection and build 
trust. Look at different sections of the room, engaging with individuals throughout the 
presentation. This helps keep the audience engaged and attentive. 


Be confident and enthusiastic: Project confidence and enthusiasm in your delivery. Speak with 
conviction and passion about your topic. This positive energy will engage and inspire your 
audience. 


Be prepared for questions: Anticipate potential questions related to your topic and prepare well- 
thought-out responses. Be open to questions during or after your presentation and answer them 
confidently and respectfully. 


Time management: Respect the allocated time for your presentation. Practice pacing yourself to 
ensure you cover all the essential points within the time limit. Being mindful of time shows 
professionalism and consideration for your audience. 


Seek feedback: After your presentation, ask for feedback from trusted colleagues or audience 
members. Learn from their insights and suggestions to continually improve your presentation 
skills. 


To give a good presentation, preparation is essential. This involves researching the topic, 
organizing the content, creating visual aids, and practicing the delivery. Presentations offer a 
platform for sharing knowledge, influencing opinions, and creating a connection with the audience. 
By delivering a well-structured and engaging presentation, presenters can effectively communicate 
their ideas, inspire action, and leave a positive impression on the audience. 


Class Evaluation: 
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e Two Assignments on Making PowerPoint Slides for Presentation 
e Exam of 10 marks on giving a Presentation on a Relevent Topic. 


95.1 Final Exam 


Time: 1 hour 
Total Marks: 50 


Reading Test - 10 marks: 


Freelancing has become a popular career choice in recent years, offering individuals the freedom 
to work on their own terms and pursue their passions. Freelancers have the freedom to choose their 
working hours, projects, and clients, allowing them to create a work-life balance that suits their 
needs. They can work from the comfort of their own homes or opt for a co-working space, giving 
them the liberty to design their ideal workspace. As a freelancer, one has the opportunity to set 
their rates and determine their income based on the value they bring to clients. With diligent effort 
and a strong reputation, freelancers can often earn more than they would in traditional employment. 


Freelancing also encourages professional growth and skill diversification. As freelancers, 
individuals have the chance to work on a variety of projects, which exposes them to different 
industries, tools, and techniques. This continuous learning experience enhances their expertise, 
making them adaptable and versatile in the ever-evolving job market. Freelancers must be self- 
disciplined and motivated to manage their time effectively and meet deadlines. They are 
responsible for finding clients, negotiating contracts, and handling administrative tasks, such as 
invoicing and tax obligations. 

In today's digital world, freelancing offers a viable career path for those seeking autonomy, 
flexibility, and professional growth. By leveraging their skills and expertise, freelancers can create 
a fulfilling and prosperous career while enjoying the freedom to shape their own professional 
journey. 


1.Choose the correct option 5x1 
What is one advantage of freelancing? 

a) Fixed working hours 

b) Limited income potential 

c) Lack of professional growth 

d) Flexibility in work schedule 


2.Fill in the blanks with the correct word from the box: 5x1 
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a) Freelancing has become a........... career choice in recent years 

b) Freelancers have the ........... to choose their working hours 

c) Freelancing also encourages professional ......... and skill ............ 

d) By leveraging their skills and .......... , freelancers can create a fulfilling and prosperous career 


Writing Test - 10 Marks 
3.Freehand writing about “Freelancing for Women” in 5 Sentences. 5x1 
4. Write a Cover Letter for a job interview. 5x1 


Speaking Test - 20 Marks: 


1 Introduce yourself. (Individual speaking test) 10x 1 
2.Interview Question Answer Session (Individual Test) 10x 1 
Listening Test 

Marks:10 10x 1 


Click Here to Listen to the Audio 


Charlie: Mum! That's my 


computer! Mum: I know, I 
know. Don't worry, I'm changing your privacy 

settings. Charlie: Privacy 

settings? Mum: 


Yes. There are privacy settings on your social networking sites. Your account is totally public at the 
moment, and you're logged 
in! Charlie: Oh. What 
are the privacy settings for? Mum: To 
make you safe online. You want to be safe, don't you? And for the right people to see your 
information, not 
EVERYONE. 

Charlie: 
Everyone? 

Mum: Yes. If you don't change your privacy settings, when you upload a photo, 
anyone can see it. It's important to change them so only your friends can see them. You don't want 
everyone to see everything, do you? Charlie: No! But I can delete things, 
can't I? Mum: Well, you 
can, but it's very difficult. Some things stay there 
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forever. Charlie: That's really scary, 


Mum. Mum: 
Don't worry, but you must learn how to stay safe. You mustn't tell anyone your 

password! Charlie: I 

won't! 


Mum: Crazy Charlie one two one, isn't 
it? Charlie: Mum! 
Yes, it is. How 
wee Mum: 
It's on your notebook. Right there. On your desk. It isn't a very secret place, is 
it? Charlie: No, it isn't. 


1. Are the sentences true or false? 

a. Charlie’s mother is doing something with his computer. True/False 

Charlie isn’t logged in at the moment. True/False 

If you don't change your privacy settings, everyone can see your information. True/False 
It is easy to delete everything you put online. True/False 

Charlie’s mother knows his password. True/False 


eo Aes 
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100. An Overview of Entrepreneurship 


e Introduction to WIFI Program 

e How does the WIFI Program work 

e Details about Women Entrepreneurship 

e Characteristics of a successful Entrepreneur 
e Details About Crafting a Budget 

e Accounting Operations and Management 

e Marketing Plans and Brand Recognition 

e Growing Sales and Building Relationships 
e Hiring Qualified Employees 


e SWOT Analysis 
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100.1 Introduction to Women ICT Frontier Initiative - WIFI Program 


The Women ICT Frontier Initiative (WIFD program is an initiative launched by the International 
Telecommunication Union (ITU) in 2013 to support and empower women and girls in the field of 
Information and Communication Technology (ICT). The program aims to bridge the gender digital 
divide by promoting access to technology and capacity-building opportunities for women and girls 
in developing countries. 


The Government of Bangladesh is adopting the WIFI program in line with its national ICT strategy 
called Digital Bangladesh, that aims to transform the country into a modern and inclusive 
knowledge-based society by 2021, not only through the development of countrywide ICT 
infrastructure but also ICT human resource development. Under WIFI, the ICT Division is aiming 
to provide ICT and entrepreneurship training to 30,000 women entrepreneurs in the country by 
2018. 


The implementation of the WIFI program in the country is undertaken through the cooperation 
and partnership of stakeholders from the government, civil society, and women’s groups, and 
entrepreneur associations. Implementing partners include the Bangladesh Computer Council, the 
Department of ICT under the ICT Division, the Bangladesh Institute of ICTs in Development, and 
Bangladesh Women in Information Technology. 


The WIFI program offers a range of activities and services to support women and girls in ICT, 
including. 


Training and Capacity Building: WIFI provides training and capacity-building programs to 
women and girls in areas such as digital literacy, coding, and entrepreneurship. 


Access to Technology: WIFI provides access to technology through the establishment of 
community ICT centers, providing equipment and resources, and partnering with technology 
companies to provide access to affordable and accessible technology. 
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Mentoring and Networking: WIFI facilitates mentorship and networking opportunities for 
women and girls in ICT, connecting them with industry leaders and peers to help them develop 
their skills and advance their careers. 


Advocacy and Awareness-raising: WIFI raises awareness of the gender digital divide and 
advocates for policies and initiatives that support women and girls in ICT. 


The Women ICT Frontier Initiative (WIFI) program has played an essential role in Bangladesh in 
promoting gender equality in the field of Information and Communication Technology (ICT). Here 
are some of the key reasons why the WIFI program is important in Bangladesh: 


Bridging the Gender Digital Divide: Bangladesh has a significant gender digital divide, with 
fewer women than men having access to technology and digital skills. The WIFI program aims to 
address this by providing training, capacity building, and access to technology for women and girls 
in the country. 


Empowering Women and Girls: The WIFI program provides women and girls with the skills 
and knowledge they need to participate fully in the digital economy, helping to increase their 
economic opportunities and empower them to make a positive impact in their communities. 


Supporting Entrepreneurship: The WIFI program supports entrepreneurship by providing 
women and girls with the skills and resources they need to start and grow their own businesses in 
the ICT sector. 


Improving Access to Education: The WIFI program provides access to digital literacy and ICT 
training for women and girls, helping to improve their educational opportunities and prepare them 
for future careers in the technology sector. 


Promoting Innovation and Development: By supporting the participation of women and girls in 
the technology sector, the WIFI program helps to promote innovation and development in 
Bangladesh, contributing to the country's economic growth and development. 


The WIFI program has been implemented in various countries, including Bangladesh, Colombia, 
Ethiopia, Ghana, Kenya, and Nigeria, among others. The program has supported the training and 
capacity-building of thousands of women and girls in ICT and has helped to promote gender 
equality in the technology sector. The WIFI program is essential in Bangladesh in promoting 
gender equality, empowering women and girls, supporting entrepreneurship, improving access to 
education, and promoting innovation and development in the technology sector. 
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100.2 How WIFI works 


The WiFi Program's mission is to foster, engage and advance a global community of women of all 
backgrounds and experiences who are committed to helping each other succeed in the world of 
Finance. It is the in-house effort to create a platform to collaborate, share knowledge and connect 
to resources that will help women grow and succeed. Their aim is to provide leadership 
development through connections, mentoring, learning, and support. 


The Women’s ICT Frontier Initiative (WIFI) program works in various ways to support and 
empower women and girls in the field of Information and Communication Technology (ICT). Here 
are some of the ways that the WIFI program works: 


Needs Assessment: The WIFI program conducts a needs assessment to identify the specific needs 
and challenges faced by women and girls in accessing and using ICT in a particular country or 
region. This helps to guide the development of programs and services that meet the needs of 
women and girls in that context. 


Training and Capacity Building: WIFI provides training and capacity-building programs to 
women and girls in areas such as digital literacy, coding, and entrepreneurship. The program also 
provides mentorship and networking opportunities to help women and girls develop their skills 
and advance their careers in ICT. 


Access to Technology: WIFI provides access to technology by establishing community ICT 
centers, providing equipment and resources, and partnering with technology companies to provide 
access to affordable and accessible technology. 


Advocacy and Awareness-raising: The WIFI program raises awareness of the gender digital 
divide and advocates for policies and initiatives that support women and girls in ICT. This helps 
to create an enabling environment for women and girls to participate fully in the digital economy. 


Partnership and Collaboration: The WIFI program works with various stakeholders, including 
governments, non-governmental organizations, the private sector, and local communities, to 
develop and implement programs and services that support women and girls in ICT. This helps to 
ensure that the program is responsive to local needs and that it leverages the strengths and resources 
of different partners. 
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The Women ICT Frontier Initiative (WIFI) program has had a significant impact in Bangladesh in 
promoting gender equality in the field of Information and Communication Technology (ICT). Here 
are some of the key impacts of the WIFI program in Bangladesh: 


Increased Access to Technology: The WIFI program has provided access to technology for 
women and girls in Bangladesh, particularly in rural areas where access to technology is limited. 
This has helped to bridge the gender digital divide and improve digital literacy among women and 
girls in the country. 


Improved Digital Skills: The WIFI program has provided training and capacity-building 
programs in ICT for women and girls in Bangladesh, helping to improve their digital skills and 
knowledge. This has enabled women and girls to participate more fully in the digital economy, 
including starting their own businesses and accessing employment opportunities in the technology 
sector. 


Empowerment of Women and Girls: The WIFI program has empowered women and girls in 
Bangladesh by providing them with the skills and knowledge they need to make a positive impact 
in their communities. By supporting entrepreneurship and improving access to education, the 
program has helped to increase economic opportunities for women and girls in the country. 


Policy and Advocacy: The WIFI program has raised awareness of the gender digital divide in 
Bangladesh and advocated for policies and initiatives that support women and girls in ICT. This 
has helped to create an enabling environment for women and girls to participate fully in the digital 
economy. 


Community Engagement: The WIFI program has engaged with local communities and 
stakeholders to develop and implement programs and services that meet the specific needs of 
women and girls in Bangladesh. This has helped to ensure that the program is responsive to local 
needs and that it leverages the strengths and resources of different partners. 
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The WIFI program works by conducting a needs assessment, providing training and capacity- 
building, providing access to technology, raising awareness and advocating for gender equality in 
ICT, and partnering and collaborating with different stakeholders. By adopting a holistic approach 
to supporting women and girls in ICT, the WIFI program helps to promote gender equality and 
empower women and girls to participate fully in the digital economy. The WIFI program has had 
a significant impact in Bangladesh in increasing access to technology, improving digital skills, 
empowering women and girls, promoting policy and advocacy, and engaging with local 
communities. These impacts have helped to promote gender equality in the field of ICT and 
contribute to the country's economic growth and development. 


100.3 Details about Women Entrepreneurship 


Women entrepreneurship is the process of creating and managing a business venture by a woman 
or a group of women. Women entrepreneurs have been making significant strides in the business 


world, breaking barriers, and creating opportunities for themselves and others. In recent years, 
there has been a rise in the number of women entrepreneurs, and this trend is expected to continue 
in the coming years. 


Challenges faced by women entrepreneurs: 


Despite the growth in women's entrepreneurship, women still face many challenges in the business 
world. Some of the challenges that women entrepreneurs face include: 


Access to finance: Women entrepreneurs often find it difficult to access funding for their 
businesses. Banks and other financial institutions may be hesitant to lend to women entrepreneurs, 
and this can make it challenging for them to start or grow their businesses. 


Social norms and stereotypes: Women entrepreneurs may face social norms and stereotypes that 
limit their ability to succeed in business. These stereotypes can include beliefs that women are less 
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competent than men in business or that women should focus on domestic roles rather than pursuing 
entrepreneurship. 


Balancing work and family: Women entrepreneurs may also face challenges in balancing work 
and family responsibilities. This can make it difficult for them to devote the necessary time and 
resources to their businesses. 


Lack of mentorship and support: Women entrepreneurs may also face a lack of mentorship and 
support from other entrepreneurs and business leaders. This can make it challenging for them to 
learn from others and access the resources they need to succeed. lack of mentorship and support 
can be a significant challenge for women entrepreneurs, impacting their access to networks, 
confidence and self-doubt, work-life balance, bias and discrimination, and access to role models. 
Addressing these issues requires a concerted effort from individuals, organizations, and society as 
a whole, to promote gender equality and provide women entrepreneurs with the resources and 
support they need to succeed. 


Benefits of women's entrepreneurship: 


Despite these challenges, women's entrepreneurship also has many benefits. Some of the benefits 
of women's entrepreneurship include: 


Empowerment: Women's entrepreneurship can be empowering for women, as it allows them to 
take control of their careers and financial futures. 


Job creation: Women entrepreneurs can create jobs for themselves and others, helping to 
stimulate economic growth. 


Innovation: Women entrepreneurs can bring new ideas and perspectives to the business world, 
leading to greater innovation and creativity. 


Social impact: Women entrepreneurs can also have a positive social impact, as they may be more 
likely to prioritize social and environmental responsibility in their businesses. 


Support for women entrepreneurs: 


To support women entrepreneurs, there are several initiatives and programs available. These can 
include: 


Government support: Governments may provide funding, mentorship, and other resources to 
support women entrepreneurs. 


Private sector support: Private companies may also offer support to women entrepreneurs, such 
as mentoring programs and access to funding. 
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Networking groups: Networking groups for women entrepreneurs can provide a supportive 
community and access to resources. 


Incubators and accelerators: Incubators and accelerators can provide women entrepreneurs with 
access to funding, mentorship, and resources to help them grow their businesses. 


Women's entrepreneurship is an important and growing trend in the business world. While women 
entrepreneurs face many challenges, there are also many benefits to pursuing entrepreneurship. 
With the right support and resources, women entrepreneurs can make significant contributions to 
the economy and society as a whole. Women are known to contribute significantly to economics 
in the form of business, entrepreneurial work, or unpaid labor. While women living in some parts 
of the developed countries have the role of decision makers and influencers, gender discrimination 
remains a debilitating social issue in many parts of the world, and those subaltern women are often 
alarmingly affected by poverty, discrimination, and other forms of vulnerable exploitations. As 
any developing nation would agree, sustainable economic growth is unthinkable without women's 
empowerment, and measures for gender inclusion is the driving factor of social progress and 
economic growth. Working women have an enormous contribution to education, health, and 
wellness and therefore achieving gender equality is indispensable to holistic development. 


100.4 Characteristics of a Successful Entrepreneur 


There is a lot of connection between entrepreneurism and professional growth. Not everyone is 
born a prodigy to change the world. Each one is different and nurturing the right skills among the 
budding younger generation will give them the power to create innovative ideas and emerge as 
successful entrepreneurs of tomorrow. Amidst the stressful and challenging world of business, 
entrepreneurial skill sets act as the catalyst for progress. An entrepreneur might not be a type-A 
personality or an extrovert tinkering around on projects but he/she surely has the capacity to be 
his/her own boss and the business would soar the outcome. Successful entrepreneurs are 
individuals who have built, grown, and sustained a successful business or venture. 


Successful entrepreneurs possess a unique set of characteristics that enable them to build and grow 
successful businesses. Here are some of the key traits that are common among successful 
entrepreneurs: 


Visionary Thinking: Successful entrepreneurs possess a clear vision of what they want to achieve 
and how they will get there. They are able to see opportunities where others cannot, and are not 
afraid to take risks to pursue their goals. Successful entrepreneurs are often able to see 
opportunities and possibilities where others cannot. 
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Passion: Passion is a driving force for many entrepreneurs. They are deeply passionate about their 
business and are committed to seeing it succeed. This passion helps them to stay focused and 
motivated, even during challenging times. Passion is one of the foremost traits of any successful 
entrepreneur. They are genuinely interested in their work and ideas and are willing to go the extra 
mile to pursue success. Despite all the trials and tribulations, passion is what motivates successful 
entrepreneurs to hold on and move forward towards their vision for the greater good. They find 
joy in working towards their ideas and so are always motivated towards making their business 
better. 


Confidence: Entrepreneurs having a high level of confidence can handle tasks even under the most 
stressful circumstances. They understand that big challenges breed big rewards. And so, are able 
to spot opportunities when everyone sees the possible challenges. Successful entrepreneurs hold 
the confidence even when they experience setbacks and are focused on the finish line and the end 
reward. 


Resilience: Building a successful business requires resilience. Entrepreneurs must be able to 
handle setbacks and failures, and use these experiences to learn and grow. They are persistent in 
the face of challenges and remain focused on their goals. Success does not come that easily. 
Successful entrepreneurs know how to move on from one failure to another without losing their 
enthusiasm and of course passion. Entrepreneurs have the uncanny ability to get up after a loss and 
dust themselves off without giving up, even though it was a drastic attempt. Most importantly, 
they know how to learn from their failures and analyze what went wrong and what has to be done 
next to succeed again. In short, they are resilient enough to thrive off the negativity within and 
outside. 


Ready to Take Risk: All entrepreneurs are risk takers. You cannot succeed in any business if you 
are afraid to take risks. But not all risk-takers turn out to be successful entrepreneurs. So, what is 
that which differentiates a successful entrepreneur in terms of risk taking? In the business world 
where the future is uncertain, successful entrepreneurs oversee the unprecedented challenges and 
take risks only after planning and keeping resources in reserve to deal with the "unknowns". They 
keenly evaluate the risks, identify the hazards, and decide on precautions in case the venture does 
not pay off. They keep themselves aware of the fact whether the risk is worth the cost of their time, 
money, and career. 


Creativity: Entrepreneurs are often creative thinkers who are able to come up with innovative 
solutions to problems. They are able to think outside the box and are not afraid to try new things. 


Strong Work Ethic: Entrepreneurs are often self-starters who are driven to succeed. They are 
able to work hard and put in the time and effort needed to achieve their goals. 
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Effective Communication Skills: Successful entrepreneurs are able to communicate their ideas 
and vision effectively to others. They are able to build strong relationships with customers, 
employees, and investors, and are able to inspire and motivate others to join them in their mission. 


Adaptability: Entrepreneurs must be able to adapt to changing circumstances and adjust their 
strategies accordingly. They are open to new ideas and approaches, and are not afraid to pivot 
when necessary.This is one of the essential traits of an entrepreneur of this age. With the business 
world moving ahead fast, being able to adapt to the new changes and challenges is crucial for 
entrepreneurs. In fact, most successful entrepreneurs are the ones who are flexible enough to make 
their ideas feasible for the current reality and are willing to modify/adjust their plan according to 
the situation/state of affairs. Successful entrepreneurs are well-prepared to be highly adaptable and 
flexible to the new changes in the business environment. 


Financial Management: Successful entrepreneurs have a strong understanding of financial 
management. They are able to manage cash flow, allocate resources effectively, and make sound 
financial decisions. 


Customer Focus: Entrepreneurs who are focused on their customers are more likely to succeed. 
They are able to understand their customers' needs and preferences, and are able to deliver products 
or services that meet those needs. 


Successful entrepreneurs possess a combination of traits that enable them to build and grow 
successful businesses. While some of these traits may come naturally, others can be developed 
through practice and experience. Remember that all these entrepreneurial skill sets are invaluable 
and cannot be learned in one go. You need to learn them through your own practical experience 
and education. We are sure you would agree that most of the successful entrepreneurs got their 
foundation strengthened from their education. When an educational institution offers a dynamic 
learning environment that nurtures entrepreneurial skills in students, they are encouraged to 
become successful entrepreneurs of the future. 


100.5 Crafting a Budget 


Crafting a budget is the process of creating a plan for how you will spend your money over a period 
of time, typically a month or a year. It involves looking at your income and expenses and allocating 
your funds in a way that allows you to achieve your financial goals while also staying within your 
means. To craft a budget, you need to start by determining your income. This includes your salary, 
bonuses, and any other sources of income. You then need to make a list of all your expenses, 
including rent/mortgage, utilities, groceries, transportation, entertainment, and any other expenses 
you have. 


Once you have a list of your income and expenses, you need to categorize your expenses into 
essential and non-essential categories. Essential expenses are things you must pay for, such as 
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rent/mortgage, utilities, and groceries. Non-essential expenses are things like entertainment and 
dining out, which are nice to have but not necessary. You then need to set financial goals and 
allocate funds to each expense category based on their importance. Essential expenses should be 
given the highest priority, while non-essential expenses should be limited. It is also important to 
regularly monitor your spending and adjust your budget as needed. 


Crafting a budget is an important step towards achieving financial stability. It allows you to take 
control of your finances and work towards your financial goals. A well-crafted budget helps you 
stay on track and avoid overspending, which can lead to financial stress and debt. 


Crafting a budget is a crucial aspect of entrepreneurship. As an entrepreneur, you need to keep a 
close eye on your finances to ensure the success of your business. Here are some steps to help you 
create a budget for your business: 


Step #1: 
LJ Collect your Financial 
Information 


Step #2: 

Figure out Where 
Your Money is 
Coming from 


St #7: 
Flexibility is Key 


Assigna 
Purpose aae = 


Money i 
Each Dolla Spent 
Step #5: Step #4: 
Think About your Financial Figure out How Muc 


Goals Money alle Left Over cet 
th 


Each Mo 


1. Analyze costs 


Before you start drafting a budget, you must research the operating costs involved in your business. 
Knowing your costs inside and out gives you the baseline knowledge needed to craft an effective 
spending plan. If you create a rough budget and later discover that you need more money for your 
business activities, this will jeopardize your goals. Your budget should be such that you can 
increase your revenue and profit enough as your business expands to handle your growing 
expenses. Your budget should factor in fixed, variable, one-time, and unexpected costs. Some 
examples of a fixed expense are rent, mortgages, salaries, internet, accounting services, and 
insurance. Examples of variable costs include cost of goods sold and commissions for labor. There 
is not much harm in overestimating the costs involved since you will need enough cash to handle 
your future expenditures. If your business is new, then you must include start-up costs as well. 
Planning the budget this way will help you make informed decisions and tackle any unwanted 
financial surprises. 
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2. Negotiate costs with suppliers 


This step will be useful for those businesses which have been functional for more than a year and 
are dependent on suppliers to sell products. Before you get started on your yearly budget, have a 
chat with your suppliers and try getting discounted rates for the materials, products, or services 
you need before you make your payments. Negotiations allow you to create trustworthy 
relationships with your suppliers. This will be helpful when incoming cash is thin. For example, 
you might have a seasonal business. When you have enough cash saved, you can pay advance 
amounts to your suppliers as compensation for the times when you are unable to make payments. 
The main goal here is to find efficient ways to reduce the cost of doing business. 


3. Estimate your revenue 


Many businesses have failed in the past by overestimating revenue and borrowing more cash to 
meet operational needs. This defeats the very purpose of creating a budget. To keep things realistic, 
it’s a good idea to analyze previously recorded revenue. Businesses must track revenue 
periodically on a monthly, quarterly and annual basis. Your previous year’s revenue figures can 
act as a reference point for the upcoming year. It’s important to rely solely on this empirical data. 
This will help you set realistic goals for your team, leading to the eventual growth of your business. 


4. Know your gross profit margin 


The gross profit margin is the cash you are left with after your business has dealt with all the 
expenses at the end of the year. It gives insight into the financial health of your business. Here’s 
an example of why you need to understand this parameter while creating a budget. 


Suppose your business made a revenue of $5,000,000 and yet there are debts to be paid. At the end 
of the year, your expenses are more than your revenue, which is not a good sign for a growing 
business. This tells you that you must identify the expenses that are not benefiting the business in 
any way and eliminate them. The best way to do this would be to list out the cost of goods sold for 
all materials and deduct them from the overall sales revenue. This information is needed to get a 
real picture on how your business is faring, allowing you to increase profit and reduce costs. 


5. Project cash flow 


There are two components to cash flow: customer payments and vendor payments. You need to 
balance these two components to keep the cash flowing in your organization. To do your best to 
ensure timely customer payments, it’s important to have flexible payment terms and the ability to 
receive payments through common payment channels. Unfortunately you will need to deal with 
customers who might not comply with the stated terms. This might affect your cash flow forecast 
due to missing payments. You can encourage payment by giving customers a grace period and 
creating strict business policies for paying late. Beyond this, you must have some money allocated 
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in your budget for ‘bad debt,’ in case the customer never pays. When you know your incoming 
cash flow, you can fix an amount for your employee salaries and travel expenses. You can also 
allocate some money to pay off your fixed vendor expenses. If you are still left with cash, you can 
then spend on business initiatives such as professional development or new equipment. 


6. Factor in seasonal and industry trends 


It’s unrealistic to expect that you will achieve every business goal and reach your estimates every 
month. In an annual cycle, there will be months where your business will be booming, and there 
may be a few months where sales are slow. Due to seasonal inconsistency and industry trends, you 
will have to spend cash effectively so that the business isn’t at risk of shutting down during slower 
periods. To overcome this challenge while creating a budget, gather insights as to when your 
business performs better. The aim should be to generate enough revenue during peak months to 
sustain the business during off seasons.For example, let’s assume that you are a business owner of 
a winter clothing company. Your products are on demand only during that season, so most of your 
revenue comes during that period. For the rest of the year, you can use the earnings to keep the 
business going and market to specific target groups, like hikers or travelers. This will help you 
gauge how successful your products are during off seasons, what revenue to expect, and how much 
to save during your peak periods. 


7. Set spending goals 


Making a budget is more than just adding your costs and subtracting them from your earnings. 
How wisely you spend your money determines how well your business will fare. Goals provide a 
system to check if your money is being spent on the right areas to avoid unwanted expenses. For 
example, if you are spending money on stationery that is going unused for operational or marketing 
efforts, it may be time to cut those costs. This money can be better applied to your marketing 
campaigns, bringing in more leads and revenue. Gauge and invest in those expenses that would 
benefit your business in the long run. 


8. Bring it all together 


Once you have gathered all the information from the previous steps, it’s time to create your budget. 
After you have subtracted your fixed and variable expenses from your income, you will get an idea 
of the amount that you can work with. Be prepared to tackle the unexpected one-time expenses 
that come your way. You can then find ways to use the money effectively to achieve your short- 
term and long-term goals. 


Budgeting is crucial for financial planning, resource allocation, spending control, identifying 
financial problems, measuring progress, and making informed decisions. By crafting a budget, 
individuals and organizations can achieve financial stability, meet their financial goals, and ensure 
long-term financial success. 
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100.6 Accounting Operations and Management 


The Accounting Operations Manager is responsible for participating in the overall management of 
the accounting operations of an organization. The role of accounting in a business is to ensure the 
statements and documents the company produces are accurate and up-to-date. Businesses have 
legal responsibilities for maintaining their internal accounting to a high standard, with specific 
compliance guidelines to follow depending on the industry. 


Operational accounting is divided into three levels: 


Cost type accounting: Which costs have been incurred? (Recording) Cost centre accounting: 
Where have the costs been incurred? (Distribution) Cost unit accounting: what have the costs been 
incurred for? (Allocation to cost units) 


Operational accounting is best defined as handling accounting matters that most directly relate to 
the financial side of running a company and have an impact on its success. The goal is to use 
operational accounting to find inefficiencies and also future-looking strategies that can help you 
with optimizing business operations. 


Management accounting is the process of preparing reports about business operations that help 
business owners and/or managers to make short-term and long-term decisions. It aids the business 
to pursue its goals by identifying, measuring, analyzing, interpreting, and communicating both 
financial and non-financial data and the relationships between both. 


Accounting operations and management involve the processes of recording, classifying, analyzing, 
interpreting, and communicating financial information about an organization's economic activities 
to internal and external stakeholders. These processes are critical for decision-making, planning, 
and control within an organization. 
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Accounting Operations: 


e Recording Transactions: This involves the systematic and accurate documentation of all 
financial transactions, including purchases, sales, expenses, and revenues, among others. 

e Classifying Transactions: This involves the sorting and grouping of financial transactions 
based on their nature, such as expenses, revenues, assets, liabilities, and equity. 

e Summarizing Transactions: This involves the preparation of financial statements, including 
the income statement, balance sheet, and cash flow statement, which summarize an 
organization's financial position and performance over a specified period. 


Accounting Management: 


Financial Analysis: This involves analyzing and interpreting financial statements to identify 
trends, patterns, and insights that can inform decision-making and planning. 


Budgeting and Forecasting: This involves the creation of a financial plan that outlines an 
organization's expected revenues, expenses, and profits for a given period. 


Internal Control: This involves implementing policies and procedures to ensure the accuracy and 
integrity of financial information and safeguarding assets from fraud or mismanagement. 


Performance Management: This involves monitoring and evaluating an organization's financial 
performance against predetermined goals and objectives and taking corrective actions to address 
any variances. 


Reporting and Communication: This involves presenting financial information to internal and 
external stakeholders in a clear, concise, and meaningful way. 


Accounting operations and management are essential for the following reasons: 


e Financial Record-Keeping: Accounting operations ensure that an organization maintains 
accurate and complete financial records of its transactions, which are required by law for 
taxation and regulatory compliance. 

e Decision-Making: Accounting management provides financial information that helps 
managers make informed decisions. For example, the financial statements can be used to 
determine if the organization is profitable, how much it owes to creditors, and how much cash 
it has available for future investments. 

e Planning and Control: Accounting management helps in planning and controlling an 
organization's financial resources. This involves creating budgets and forecasts, tracking 
expenses, and ensuring that financial resources are allocated efficiently and effectively. 

e Performance Evaluation: Accounting management provides information for evaluating an 
organization's financial performance. By analyzing financial statements, managers can identify 
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areas of strengths and weaknesses and make informed decisions to improve financial 
performance. 

e Investor Confidence: Accurate financial reporting and management can increase investor 
confidence in the organization. This can lead to increased investment and better access to 
capital for future growth. 

e Legal Compliance: Accounting operations and management are required to comply with 
various legal and regulatory requirements, such as tax laws and financial reporting standards. 
Failure to comply with these requirements can result in legal and financial consequences for 
the organization and its management. 


Overall, accounting operations and management are critical for ensuring the financial stability, 
growth, and success of an organization. The process of accounting operations and management 
involves recording transactions, classifying transactions, summarizing transactions in financial 
statements, financial analysis, budgeting and forecasting, internal control, performance 
management, and reporting and communication. These processes are critical for decision-making, 
planning, and control within an organization. 


100.7 Marketing Plans and Brand Recognition 
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Marketing plans and brand recognition are two crucial aspects of any successful business. A 
marketing plan is a comprehensive roadmap that outlines an organization's marketing strategy, 
tactics, and goals, while brand recognition refers to the level of awareness and familiarity that 
consumers have with a particular brand. 


Marketing plans are comprehensive documents that outline an organization's marketing strategy, 
goals, and tactics. They serve as a roadmap for businesses to achieve their marketing objectives, 
such as increasing sales, expanding their customer base, or launching a new product. 
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Marketing plans typically include the following elements: 


e Executive Summary: A brief overview of the marketing plan, including its purpose and key 
objectives. 

e Situation Analysis: An analysis of the current market conditions, including trends, 
competition, and consumer behavior. 

e Target Market: Identification of the specific audience or customer segment that the marketing 
plan is targeting. 

e Marketing Objectives: Clear, measurable objectives that define what the business wants to 
achieve through its marketing efforts. 

e Marketing Strategy: A detailed plan for how the business will reach its marketing objectives, 
including positioning, branding, and messaging. 

e Tactics: Specific marketing tactics that will be used to implement the marketing strategy. This 
can include advertising, public relations, social media, email marketing, and events. 

e Budget: A budget that outlines the costs associated with implementing the marketing plan. 

e Metrics: Key performance indicators (KPIs) that will be used to measure the success of the 
marketing plan, such as website traffic, lead generation, and sales. 

e Implementation Plan: A detailed timeline for implementing the marketing plan, including 
milestones and deadlines. 

e Monitoring and Evaluation: A plan for monitoring and evaluating the success of the 
marketing plan, including regular reporting and analysis. 


Marketing plans are critical documents for businesses to achieve their marketing objectives. They 
provide a comprehensive roadmap for how to reach a target audience, communicate the value of 
products or services, and ultimately grow the business. 


Brand recognition refers to the degree to which a brand is recognizable by consumers. It measures 
the level of awareness and familiarity that consumers have with a particular brand. Brand 
recognition is important for businesses because it can lead to increased sales, customer loyalty, 
and a stronger brand reputation. When consumers are familiar with a brand, they are more likely 
to choose that brand over competitors when making purchasing decisions. 


There are several factors that contribute to brand recognition, including: 


Brand Identity: A strong brand identity, including the brand name, logo, and tagline, is essential 
for building brand recognition. These elements should be consistent across all marketing materials 
to create a cohesive and recognizable brand image. 


Consistency: Consistency in branding is important to build brand recognition. This includes 
consistent use of the brand identity across all marketing channels and touchpoints, such as social 
media, advertising, packaging, and website. 
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Advertising and Marketing: Advertising and marketing efforts can significantly impact brand 
recognition. Consistent and effective messaging can help to increase brand awareness and 
recognition. 


Customer Experience: A positive customer experience can also contribute to brand recognition. 
When customers have a positive experience with a brand, they are more likely to remember the 
brand and recommend it to others. 


Brand Reputation: A strong brand reputation is essential for building brand recognition. This 
includes maintaining high standards of quality, customer service, and ethical practices. 


Brand recognition is a measure of the level of awareness and familiarity that consumers have with 
a particular brand. It is essential for businesses to build a strong brand identity, maintain 
consistency in branding, invest in advertising and marketing, deliver positive customer 
experiences, and maintain a strong brand reputation to increase brand recognition and ultimately 
drive business success. Brand recognition is important for businesses because it can lead to 
increased sales, customer loyalty, and a stronger brand reputation. When consumers are familiar 
with a brand, they are more likely to choose that brand over competitors when making purchasing 
decisions. 


There are several factors that contribute to brand recognition, including: 


Brand Identity: A strong brand identity, including the brand name, logo, and tagline, is essential 
for building brand recognition. These elements should be consistent across all marketing materials 
to create a cohesive and recognizable brand image. 


Consistency: Consistency in branding is important to build brand recognition. This includes 
consistent use of the brand identity across all marketing channels and touchpoints, such as social 
media, advertising, packaging, and website. 


Advertising and Marketing: Advertising and marketing efforts can significantly impact brand 
recognition. Consistent and effective messaging can help to increase brand awareness and 
recognition. 


Customer Experience: A positive customer experience can also contribute to brand recognition. 
When customers have a positive experience with a brand, they are more likely to remember the 
brand and recommend it to others. 


Brand Reputation: A strong brand reputation is essential for building brand recognition. This 
includes maintaining high standards of quality, customer service, and ethical practices. 


Brand recognition is a measure of the level of awareness and familiarity that consumers have with 
a particular brand. It is essential for businesses to build a strong brand identity, maintain 
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consistency in branding, invest in advertising and marketing, deliver positive customer 
experiences, and maintain a strong brand reputation to increase brand recognition and ultimately 
drive business success. 


100.8 Growing sales and Building relationships 


Growing sales and building relationships are two key objectives for any business. Growing sales 
refers to the process of increasing the revenue generated by a business over time. In relationship 
selling, you form a deep relationship with your prospect, benefiting both of you in the long term. 
Instead of selling the product and never contacting them again, you stay in touch and give them 
personalized recommendations that help them improve the bottom line at their business. They get 
to extract value, while you get to exceed quota. 


This can be achieved through various strategies, including: 


Increasing the customer base: By expanding the reach of a business and attracting new 
customers, sales can be increased. This can be done by investing in marketing and advertising 
campaigns, improving customer service, and expanding into new markets. 


Improving product or service offerings: By enhancing the quality, features, and benefits of the 
products or services offered by a business, sales can be increased. This can be achieved through 
research and development, improving product design, and investing in innovation. 


Implementing pricing strategies: By offering discounts, promotions, and price adjustments, 
businesses can attract more customers and increase sales. This can be done by analyzing market 
trends, studying competitors’ pricing strategies, and offering value-added services. 


Strengthening relationships with customers: By building strong relationships with customers, 
businesses can increase customer loyalty and generate repeat business. This can be achieved by 
providing excellent customer service, offering personalized experiences, and engaging customers 
through social media and other marketing channels. Trust is the cornerstone of any sales 
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transaction; customers have to trust you, your company, and your product.The first and easiest 
way is to connect with your clients via mutual connections. We are far more likely to try a product 
or service our trusted friend or acquaintance recommends and has done business with. For those 
lacking connections, showing that you are an expert in your business is another great way to 
establish trust. Guiding your client reliably to a viable solution and away from costly mistakes will 
demonstrate your expertise and that you have their best interests in mind. 


Developing partnerships and collaborations: By partnering with other businesses or 
organizations, businesses can leverage their resources and expertise to reach new markets and 
generate new sales opportunities. 


Growing sales is the process of increasing the revenue generated by a business through the sale of 
its products or services. It is essential for businesses to grow their sales over time to remain 
competitive and sustain their operations. 


Here are some strategies that can be used to grow sales: 


Understand your target audience: It's crucial to understand who your target audience is and what 
they want. This will help you to tailor your products or services to their needs, and make it more 
appealing to them. 


Improve your product or service: A high-quality product or service is key to growing sales. 
Continuously improving your product or service based on customer feedback can help you stay 
ahead of your competitors. 


Expand your reach: Expanding your reach to new markets and audiences can help you grow your 
sales. This can be done through advertising, partnerships, and collaborations with other businesses. 


Offer promotions and discounts: Offering promotions and discounts can help to entice customers 
to purchase your products or services. This can include discounts on bulk orders, free shipping, or 
a percentage off the total cost of the purchase. 


Improve customer service: Excellent customer service can help to retain existing customers and 
attract new ones. Ensuring that customers have a positive experience with your business can help 
to increase repeat sales and referrals. 


Utilize social media: Social media platforms provide an opportunity to connect with potential 
customers and promote your products or services. Consistent and engaging social media content 
can help to attract new customers and build brand awareness. 


Measure and analyze your sales data: Measuring and analyzing your sales data can help you 
identify areas where you can improve and make informed decisions about future strategies to grow 
your sales. 
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Building relationships in business refers to the process of establishing and maintaining long-term 
connections between a business and its customers, suppliers, partners, and other stakeholders. This 
involves cultivating trust, mutual respect, and loyalty through consistent communication, 
engagement, and collaboration. 


Some of the key benefits of building relationships in business include: 


Increased customer loyalty: By building strong relationships with customers, businesses can earn 
their trust and loyalty, leading to repeat business, positive word-of-mouth recommendations, and 
increased sales. 


Improved supplier and partner relations: By building strong relationships with suppliers and 
partners, businesses can negotiate better terms, access new markets and resources, and collaborate 
on new projects and initiatives. 


Enhanced brand reputation: By building strong relationships with stakeholders, businesses can 
enhance their reputation as a trustworthy, reliable, and ethical company, which can attract more 
customers and generate more revenue over time. 


Some strategies for building relationships in business include: 


Consistent communication: Regularly engaging with customers, suppliers, and partners through 
various channels such as email, social media, and face-to-face meetings can help build trust and 
keep stakeholders informed about business updates and initiatives. 


Personalization: Tailoring communication and offerings to individual needs and preferences can 
help businesses build a stronger connection with their stakeholders and enhance their overall 
experience. Building trust and having conversations are great ways to develop your relationships, 
as mentioned before. But going beyond that by creating a personal connection is priceless for 
forging long-term connections. Connecting with your client on these three levels will add a 
personal touch to your professional relationships. By having strong personal relationships with 
your clients, they’ ll be more likely to work with you again and even recommend you to their peers. 


Transparency: Being transparent about business practices, processes, and goals can help build 
trust and credibility with stakeholders. 
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Customer service: Providing exceptional customer service can help build a positive reputation 
and foster customer loyalty. 


Networking: Participating in industry events, conferences, and other networking opportunities 
can help businesses connect with other professionals and build relationships that can lead to new 
opportunities and collaborations. 


Growing sales and building relationships are both important for the success of any business. Here 
are some reasons why: 


Growing sales: Growing sales is essential for the long-term success of a business. Increased sales 
revenue can lead to higher profits, which can be reinvested into the business to fuel further growth. 
It can also help to attract new customers, increase market share, and stay ahead of competitors. 


Building relationships: Building strong relationships with customers, employees, suppliers, and 
other stakeholders can help to create a positive brand image for the business. This can lead to 
increased customer loyalty, improved employee retention, and a better reputation in the 
community. 


Repeat business: By building strong relationships with customers, businesses can encourage 
repeat business, which can lead to a steady stream of revenue and growth over time. 


Referrals: Satisfied customers are more likely to refer friends and family to the business, which 
can help to attract new customers and further grow the business. 


Trust and credibility: Building relationships based on trust and credibility can help to establish 
the business as a reputable and trustworthy organization in the eyes of customers, suppliers, and 
other stakeholders. 


Growing sales involves a combination of strategies that help businesses attract new customers, 
retain existing customers, and generate more revenue over time. It requires ongoing effort, 
analysis, and adaptation to changing market conditions and customer preferences. Building 
relationships in business is essential for establishing a strong foundation for long-term success and 
growth. Growing sales and building relationships are both essential for the success of any business. 
By focusing on both, businesses can achieve long-term growth and success, as well as establish a 
positive reputation in the marketplace. 
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100.9 Hiring Qualified Employees 


Hiring qualified employees is crucial for the success of any business. The employee hiring process 
should be methodical and well thought out. Prepare for the process by researching market hiring 
conditions and getting all of the proper paperwork in order. Once we start the process, consider 
the exact role we are hiring for and how much we are willing to negotiate once we make an offer. 
The employee hiring process is lengthy and detailed. If we do it right, we’ll find and hire high- 
quality candidates who stick around and represent our business the way we want. 


Define the job requirements: Clearly define the job responsibilities, required skills and 
qualifications, and experience level needed for the role. This will help you attract candidates who 
meet your specific requirements. 


Develop a job description: Write a clear and concise job description that outlines the job 
requirements, duties, and expectations. This will help attract qualified candidates and ensure that 
applicants understand the role. Before posting a job, confer with your team managers about the 
ideal candidate for the job to get a good idea of exactly what you need. It’s also good practice to 
make existing employees aware of the opening. Write a job description that matches what you are 
looking for, including details such as job requirements, responsibilities, and expectations. Include 
information regarding your core values and company culture so you can find the right cultural fit. 
Dailly said that you should also determine the salary so you can state it in the job description and 
not recruit under- or overqualified candidates.“In some situations, hiring managers are less than 
upfront about exactly what challenges the candidate will face, and this leads to mistrust, high 
turnover, and an overall negative impact on workplace culture,” Rassas said. “But that can be 
prevented by being explicit with what is expected of the person filling the role and making sure 
the candidates you’ve chosen can fulfill it.” 


Advertise the job opening: Advertise the job opening through various channels such as job 
boards, social media, and employee referrals. This will help you reach a wider pool of potential 
candidates. 
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Screen resumes and applications: Review resumes and applications to identify candidates who 
meet the job requirements. Consider using software tools that can help you quickly screen and 
filter applicants based on qualifications. 


Conduct interviews: Conduct thorough interviews to assess candidates' skills, experience, and fit 
for the job. Consider using behavioral interview questions that can help you gauge how candidates 
would handle various work situations. 


Check references: Verify candidates' previous employment and references to ensure that they 
have the experience and qualifications they claim. 


Make a job offer: Once you have identified the best candidate, make a job offer that includes 
details such as salary, benefits, and start date. Be clear about what is expected from the employee 
in terms of performance and job responsibilities. 


Hiring qualified employees requires careful planning, screening, and selection. By following these 
steps, you can increase your chances of finding the best candidates who can contribute to the 
success of your business. 


Hiring qualified employees is essential for the success of any organization. Here are some benefits 
of hiring qualified employees: 


Increased productivity: Qualified employees have the skills, knowledge, and experience to 
perform their job responsibilities effectively, which can lead to increased productivity and 
efficiency in the workplace. 


Improved quality of work: Qualified employees are more likely to produce high-quality work, 
which can improve the overall reputation of the organization. 


Reduced employee turnover: Hiring qualified employees who are a good fit for the organization 
can reduce employee turnover, which can save the organization time and money on recruitment 
and training costs. 


Positive impact on workplace culture: Qualified employees can bring a positive impact on the 
workplace culture by setting high standards of performance, encouraging teamwork and 
collaboration, and demonstrating a strong work ethic. 


Faster learning and adaptation: Qualified employees are more likely to learn and adapt to new 
processes and technologies quickly, which can help the organization stay ahead of the competition. 


Reduced risk of errors and mistakes: Qualified employees are less likely to make mistakes or 
errors, which can help to minimize the risk of legal or financial consequences for the organization. 
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Hiring qualified employees can lead to increased productivity, improved quality of work, reduced 
employee turnover, a positive impact on workplace culture, faster learning and adaptation, and 
reduced risk of errors and mistakes. Hiring qualified employees can have a significant impact on 
a company's growth and success. By increasing productivity, promoting innovation, improving 
customer satisfaction, reducing turnover, and enhancing reputation, qualified employees can help 
a company achieve its goals and expand its business. As such, it is critical for companies to 
prioritize the recruitment and retention of qualified employees in order to realize their full growth 
potential. 


100.10 SWOT Analysis 
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SWOT analysis is a strategic planning tool used by businesses and organizations to identify their 
strengths, weaknesses, opportunities, and threats. It is a framework that helps businesses and 
organizations understand their internal and external environments, and make informed decisions 
about their future. It is a strategic planning technique that puts your business in perspective using 
the following lenses: Strengths, Weaknesses, Opportunities, and Threats. Using a SWOT analysis 
helps you identify ways your business can improve and maximize opportunities, while 
simultaneously determining negative factors that might hinder your chances of success. SWOT 
stands for: 


Strengths: internal factors that contribute positively to the organization's success 
Weaknesses: internal factors that may hinder the organization's success 

Opportunities: external factors that could provide new opportunities for the organization 
Threats: external factors that may pose a risk to the organization's success 


The SWOT analysis process typically involves the following steps: 
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Identify the objective: What is the organization trying to achieve? This could be a specific project, 
product launch, or overall business strategy. 


Conduct internal analysis: Identify the organization's strengths and weaknesses. This could 
include factors such as the company's culture, employee skills, financial resources, and operational 
processes. 


Conduct external analysis: Identify opportunities and threats in the external environment. This 
could include factors such as market trends, competition, regulatory changes, and technological 
advancements. 


Analyze findings: Consider how the internal and external factors identified in the SWOT analysis 
impact the organization's objectives. 


Develop a plan: Based on the SWOT analysis, develop a plan to capitalize on strengths, address 
weaknesses, pursue opportunities, and mitigate threats. 


SWOT analysis can be used for a variety of purposes, including: 


Strategic planning: SWOT analysis can help organizations develop a clear understanding of their 
internal and external environments, and develop strategies to achieve their objectives. 


Product development: SWOT analysis can help organizations identify product or service 
opportunities, and determine the best approach for developing and launching new offerings. 


Marketing planning: SWOT analysis can help organizations develop marketing strategies that 
capitalize on strengths, address weaknesses, and take advantage of opportunities. 


Risk assessment: SWOT analysis can help organizations identify potential risks and develop 
contingency plans to mitigate those risks. 


SWOT analysis provides businesses and organizations with several benefits, including: 


Improved Strategic Planning: SWOT analysis helps businesses to assess their internal and 
external environment and develop a clear understanding of their strengths, weaknesses, 
opportunities, and threats. This information can then be used to develop a more effective strategic 
plan that aligns with the organization's goals. 


Better Decision Making: SWOT analysis provides businesses with a comprehensive overview of 
their internal and external environment, which enables them to make more informed decisions 
about their operations, products, services, and marketing strategies. 
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Enhanced Risk Management: SWOT analysis enables businesses to identify potential risks and 
threats and develop strategies to mitigate them. This helps businesses to be better prepared for 
unforeseen events and minimize potential losses. 


Improved Resource Allocation: SWOT analysis helps businesses to identify their key strengths 
and allocate resources more effectively. This enables businesses to focus on areas that are most 
likely to deliver the best return on investment. 


Increased Competitive Advantage: SWOT analysis enables businesses to identify their unique 
strengths and opportunities and develop strategies to capitalize on them. This can help businesses 
to gain a competitive advantage over their competitors. 


Increased Customer Satisfaction: SWOT analysis helps businesses to identify areas where they 
need to improve their products or services, as well as areas where they can exceed customer 
expectations. This can lead to increased customer satisfaction and loyalty. 


SWOT analysis is a useful tool for businesses and organizations of all sizes and industries. It can 
help organizations develop a clear understanding of their strengths, weaknesses, opportunities, and 
threats, and make informed decisions about their future. SWOT analysis provides businesses with 
a comprehensive overview of their internal and external environment and helps them make more 
informed decisions about their operations, marketing strategies, and resource allocation. This 
enables businesses to gain a competitive advantage, improve their bottom line, and achieve their 
strategic objectives. It basically helps evaluate where a company stands in a competitive market 
and what steps need to be taken for further strategic planning, helping decision-makers draw a 
future roadmap for the company. 
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105.1 Importance of Women Empowerment 
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Women empowerment refers to the process of promoting and enhancing the status of women in 
society, including their social, economic, and political rights. It involves creating an environment 
in which women can exercise their rights and have control over their own lives. Women 
empowerment aims to remove the obstacles that limit women's opportunities and to provide them 
with the tools and resources they need to succeed. 


Empowering women involves empowering them with education, training, employment, 
healthcare, and access to information and resources. It also involves challenging gender 
stereotypes and promoting gender equality. Ultimately, women empowerment aims to create a 
more just and equitable society in which women have the same opportunities and rights as men, 
and in which women's voices are heard and their contributions are valued. 


Empowering women is essential to the health and social development of families, communities 
and countries. When women are living safe, fulfilled and productive lives, they can reach their full 
potential. contributing their skills to the workforce and can raise happier and healthier children. 


Women's empowerment has a significant impact on society, both at the individual and societal 
levels. Here are some of the ways in which women's empowerment can transform society: 


Improved economic growth: When women are empowered with education, employment, and 
economic opportunities, they can contribute significantly to economic growth and development. 
Empowering women to participate in the workforce can boost productivity and increase household 
incomes, leading to overall economic growth. 


Increased gender equality: Empowering women is essential for promoting gender equality, 
which is critical for creating a just and equitable society. When women have access to education, 
healthcare, and political representation, they can challenge gender stereotypes and contribute to 
creating a more equal society. 


Improved health outcomes: Women's health is often neglected or overlooked, and they may face 
barriers to accessing healthcare and other essential services. By empowering women with access 
to healthcare and education, we can improve their health outcomes and create healthier 
communities. 


Reduced poverty: Empowering women with education and employment opportunities can help 
reduce poverty and improve the standard of living for individuals and families. Women's economic 
empowerment can provide them with the resources and tools they need to lift themselves out of 
poverty and achieve financial independence. 


Improved social and political participation: Empowering women with education, political 
representation, and access to information can increase their participation in society and politics. 
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When women are involved in decision-making and policy-making processes, they can advocate 
for their needs and concerns and contribute to creating a more just and equitable society. 


Women's empowerment can have a transformative impact on society, promoting social, economic, 
and political justice and creating a more just and equitable world. Women empowerment is critical 
for creating a more just and equitable society, and there are several important reasons why 
empowering women is essential: 


Economic growth: Women make up half of the world's population, yet they are often 
marginalized and excluded from economic opportunities. By empowering women with education, 
training, and employment, we can unlock their potential and contribute to economic growth and 
development. 


Gender equality: Women empowerment is essential for achieving gender equality, which is a 
fundamental human right. Gender inequality affects women in all aspects of their lives, from 
access to education and healthcare to economic opportunities and political representation. By 
empowering women, we can promote gender equality and create a more just and equitable society. 


Social justice: Women empowerment is critical for promoting social justice and addressing social 
inequalities. Women face multiple forms of discrimination, including gender, race, class, and 
sexuality, which can limit their opportunities and impact their quality of life. By empowering 
women, we can challenge these inequalities and create a more inclusive and just society. 


Health and well-being: Women's health and well-being are essential for their overall quality of 
life and their ability to contribute to society. Women's health is often neglected or overlooked, and 
they may face barriers to accessing healthcare and other essential services. By empowering women 
with access to healthcare and education, we can improve their health and well-being and create 
healthier communities. 


Political representation: Women's political representation is critical for promoting gender 
equality and addressing the needs and concerns of women. Women are often underrepresented in 
political leadership positions, which can limit their ability to advocate for their rights and influence 
policy decisions. By empowering women and promoting their political participation, we can create 
a more inclusive and representative democracy. 


Women empowerment is critical for promoting social, economic, and political justice, and creating 
a more equitable and just society. It is essential for unlocking the potential of women and 
promoting their full participation in all aspects of society. 
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105.2 Women Empowerment Opportunity 


wow 


Women empowerment refers to the process of giving women the power and tools to participate 
fully in society and achieve their full potential. It involves creating an environment in which 
women can exercise their rights and have control over their own lives, and where their voices are 
heard and their contributions are valued. 


Women empowerment is a multifaceted concept that includes several dimensions, such as: 


Education: Education is critical for women empowerment, as it provides women with the skills 
and knowledge they need to participate in society and make informed decisions. By empowering 
women with education, we can promote their personal and professional development and 
contribute to creating a more just and equitable society. 


Employment: Employment is essential for women empowerment, as it provides women with 
economic opportunities and financial independence. By empowering women with employment 
opportunities, we can help them to achieve financial stability, contribute to the economy, and 
increase their social and economic status. 


Health and wellbeing: Women's health and wellbeing are essential for their overall quality of life 
and their ability to contribute to society. Women's health is often neglected or overlooked, and 
they may face barriers to accessing healthcare and other essential services. By empowering women 
with access to healthcare and education, we can improve their health and wellbeing and create 
healthier communities. 


Political representation: Women's political representation is critical for promoting gender 
equality and addressing the needs and concerns of women. Women are often underrepresented in 
political leadership positions, which can limit their ability to advocate for their rights and influence 
policy decisions. By empowering women and promoting their political participation, we can create 
a more inclusive and representative democracy. 
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Gender equality: Gender equality is a fundamental human right and a critical aspect of women 
empowerment. Gender inequality affects women in all aspects of their lives, from access to 
education and healthcare to economic opportunities and political representation. By empowering 
women, we can promote gender equality and create a more just and equitable society. 


Women empowerment involves providing women with the tools and resources they need to 
participate fully in society and achieve their full potential. It is critical for promoting social, 
economic, and political justice and creating a more just and equitable world. 


Women empowerment opportunities refer to various initiatives, policies, and programs that aim to 
empower women and promote gender equality. Here are some examples of women empowerment 
opportunities: 


Education and training: Education and training programs can provide women with the skills and 
knowledge they need to participate fully in society and achieve their full potential. These programs 
can include formal education, vocational training, and leadership development programs. 


Employment and entrepreneurship: Empowering women with employment opportunities and 
entrepreneurship training can help women achieve financial independence and contribute to the 
economy. This can include initiatives such as microfinance programs, women-owned business 
incubators, and employment training programs. 


Health and wellbeing: Women's health and wellbeing are essential for their overall quality of life 
and their ability to participate fully in society. Empowering women with access to healthcare and 
reproductive services can improve their health outcomes and promote gender equality. 


Political representation: Empowering women with political representation and leadership 
opportunities can promote gender equality and create more inclusive and representative 
democracies. This can include initiatives such as quotas for women in political leadership positions 
and programs that support women's political participation and leadership development. 


Gender mainstreaming: Gender mainstreaming involves integrating a gender perspective into all 
aspects of policy and program development. This approach recognizes that gender inequalities are 
pervasive and that gender considerations must be integrated into all aspects of development 
programming. 


Women empowerment opportunities involve creating an enabling environment in which women 
can participate fully in society and achieve their full potential. These opportunities can include a 
wide range of initiatives and programs that promote gender equality and challenge gender 
stereotypes and discrimination. 
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105.3 Future Career Path 


In the last three years Bangladesh has seen tremendous growth in the information and 
communications technology (ICT) sector. 


Information and communication technology (ICT) has played a significant role in the development 
of Bangladesh. Here are some of the key ways in which ICT is important for Bangladesh: 


Economic growth: ICT has contributed to the growth of Bangladesh's economy by creating new 
opportunities for innovation and entrepreneurship. The country's ICT sector has been one of the 
fastest-growing sectors in recent years, and it has created many new jobs and business 
opportunities. 


Education: ICT has played a critical role in improving access to education in Bangladesh. Online 
learning platforms and digital resources have made education more accessible and affordable for 
people in remote and underserved areas of the country. 


Healthcare: ICT has also contributed to improving healthcare in Bangladesh by enabling remote 
consultations, telemedicine, and health information systems. This has helped to improve access to 
healthcare services, particularly in rural and underserved areas. 


E-Government: ICT has enabled the government of Bangladesh to modernize its services and 
improve efficiency and transparency. The country has made significant progress in implementing 
e-government services, including online portals for public services and digital payment systems. 


Disaster management: Bangladesh is prone to natural disasters, and ICT has played a critical role 
in improving disaster management and response. Technologies such as early warning systems, 
remote sensing, and mobile-based disaster response systems have helped to save lives and mitigate 
the impact of natural disasters. 


ICT has had a significant impact on the development of Bangladesh, contributing to economic 
growth, improving access to education and healthcare, and enabling more efficient and transparent 
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government services. The government of Bangladesh has recognized the importance of ICT and 
has implemented various policies and initiatives to promote its use and development. 


Bangladesh is rapidly developing its ICT sector, and there are many exciting career opportunities 
available for women in the country. Here are some future career paths in ICT for women in 
Bangladesh: 


Web developer: Web development is a growing field in Bangladesh, with many companies 
seeking professionals who can develop websites and web applications. Women who are skilled in 
programming languages such as HTML, CSS, and JavaScript can pursue a career as a web 
developer. 


Software engineer: Software engineering is a growing field in Bangladesh, with many companies 
seeking professionals who can develop software applications for a variety of industries. Women 
who are skilled in programming languages such as Java, Python, and C++ can pursue a career as 
a software engineer. 


Data analyst: Data analytics is a rapidly growing field, and there is a high demand for 
professionals who can analyze large datasets and extract insights. Data analysts use statistical and 
analytical techniques to identify patterns and trends in data, and their work is essential for making 
data-driven decisions. Women who are skilled in mathematics, statistics, and programming can 
pursue a career as a data analyst. 


Digital marketer: Digital marketing is a growing field in Bangladesh that involves promoting 
products or services using digital channels such as social media, email, and search engines. Women 
who are skilled in marketing, communication, and social media can pursue a career as a digital 
marketer. 


Mobile application developer: With the rise of smartphones and mobile devices, mobile 
application development is becoming an increasingly important field in Bangladesh. Women who 
are skilled in programming languages such as Java, Kotlin, and Swift can pursue a career as a 
mobile application developer. 


E-commerce specialist: E-commerce is a rapidly growing industry in Bangladesh, with many 
companies seeking professionals who can manage online marketplaces and e-commerce platforms. 
Women who are skilled in marketing, communication, and e-commerce platforms such as 
Magento, Shopify, and WooCommerce can pursue a career as an e-commerce specialist. 


There are many exciting career opportunities available for women in ICT in Bangladesh, and the 
field is constantly evolving, with new technologies and applications emerging all the time. Women 
who are interested in pursuing a career in ICT in Bangladesh should seek out opportunities to gain 
skills and experience, such as internships, workshops, and online courses. By developing skills in 
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areas such as programming, data analysis, and digital marketing, women can build rewarding 
careers in ICT and make significant contributions to the industry in Bangladesh. 


105.4 How ICT Help in Women's Empowerment 


The development of the nation depends upon the development of the human resources and the ICT 
playing a very crucial role for the development of human resources. Human resources mean not 
only man but women also. As we know that India is still a man dominated country and women 
have less resources as compared to man but ICT is destroying all the gaps and providing the great 
opportunity for the development of women. Empowering women through ICT means to provide 
economic power to reduce poverty, to develop new opportunities for distance learning and 
education, bring improvement in the health of women, and finally to increase literacy rate among 
women. 


Women's empowerment through ICT can have several important benefits, including: 


Increased access to education: ICT can provide women with access to education and training, 
even in areas where traditional educational opportunities are limited. Online courses, e-learning 
platforms, and educational apps can help women learn new skills and knowledge, increasing their 
chances of finding employment or starting their own businesses. 


Increased access to economic opportunities: ICT can provide women with access to economic 
opportunities such as online marketplaces and e-commerce platforms. Women can use these 
platforms to sell products or services and reach new customers, increasing their earning potential 
and economic independence. 


Improved health outcomes: ICT can provide women with access to health information and 
resources, improving their health outcomes. Women can use digital platforms to access 
information on reproductive health, nutrition, and disease prevention, improving their overall 
health and wellbeing. 
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Greater social and political participation: ICT can provide women with greater opportunities 
for social and political participation. Women can use social media platforms and other online 
resources to connect with others, share their experiences, and advocate for their rights and interests. 


Increased safety and security: ICT can provide women with tools to improve their safety and 
security. For example, women can use mobile phones to access emergency services or report 
incidents of violence, improving their safety and wellbeing. 


Women's empowerment through ICT can have significant benefits for women's health, education, 
economic empowerment, and social and political participation. By leveraging the power of 
technology, women can overcome traditional barriers to success and achieve their full potential. 


Information and Communication Technology (ICT) can play a significant role in women's 
empowerment by providing them with access to information, education, and economic 
opportunities. Here are some ways in which ICT can help in women's empowerment: 


Access to education: ICT can provide women with access to education, even in areas where 
traditional educational opportunities are limited. Online courses, e-learning platforms, and 
educational apps can provide women with the opportunity to learn new skills and knowledge, 
improving their chances of finding employment or starting their own businesses. 


Access to information: ICT can provide women with access to information on health, finance, 
and legal issues. With access to information, women can make informed decisions about their lives 
and take control of their health, finances, and legal rights. 


Economic opportunities: ICT can provide women with access to economic opportunities, such 
as online marketplaces and e-commerce platforms. Women can use these platforms to sell products 
or services and reach new customers, increasing their earning potential and economic 
independence. 


Networking opportunities: ICT can provide women with networking opportunities and access to 
professional communities. Online forums, social media platforms, and professional networking 
sites can connect women with mentors, peers, and potential employers, opening up new 
opportunities for career advancement and professional development. 


Flexibility: ICT can provide women with flexibility in their work and personal lives. With the 
ability to work remotely or access online resources, women can balance their work and family 
responsibilities more effectively, improving their quality of life. 


ICT can play a critical role in women's empowerment by providing them with access to 
information, education, economic opportunities, and networking opportunities. By leveraging the 
power of technology, women can overcome traditional barriers to success and achieve their full 
potential. 
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105.5 Discuss about Wmen ICT Freelancer and Entrepreneu 


Women ICT Freelancers and Entrepreneurs are women who use their skills and expertise in 
Information and Communication Technology (ICT) to work independently or start their own 
businesses. They leverage digital tools and platforms to offer services, products or solutions that 
help to meet the needs of individuals, businesses, or organizations. Women ICT Freelancers offer 
services such as web development, graphic design, digital marketing, content creation, data entry, 
and customer support, among others. They usually work remotely and can work for clients 
anywhere in the world. Women ICT Freelancers typically work on a project basis, and their income 
depends on the number of projects they complete. 


Women ICT Entrepreneurs, on the other hand, start their own businesses in the ICT sector. They 
identify a market need, create a product or service to meet that need, and build a sustainable 
business around it. Women ICT Entrepreneurs can start businesses in areas such as software 
development, e-commerce, digital marketing, and social media management, among others. 


Women ICT Freelancers and Entrepreneurs are important contributors to the economy, creating 
employment opportunities and driving innovation. They also play an important role in promoting 
gender equality and women's empowerment by providing women with the opportunity to work 
independently and build successful businesses on their own terms. 


Women ICT Freelancers and Entrepreneurs are women who use their skills and expertise in 
Information and Communication Technology (ICT) to work independently or start their own 
businesses. They leverage digital tools and platforms to offer services, products or solutions that 
help to meet the needs of individuals, businesses, or organizations. 


Women ICT Freelancers offer a range of services, including web development, graphic design, 
digital marketing, content creation, data entry, customer support, and more. They typically work 
remotely and can work for clients anywhere in the world. Women ICT Freelancers usually work 
on a project basis, and their income depends on the number of projects they complete. Freelancing 
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provides them with the flexibility to work from home, set their own hours, and choose the projects 
they want to work on. 


Women ICT Entrepreneurs, on the other hand, start their own businesses in the ICT sector. They 
identify a market need, create a product or service to meet that need, and build a sustainable 
business around it. Women ICT Entrepreneurs can start businesses in areas such as software 
development, e-commerce, digital marketing, and social media management, among others. They 
can also leverage digital platforms to market and sell their products or services, reach new 
customers, and expand their businesses. 


To become a Women ICT Freelancer or Entrepreneur, one must have skills in areas such as web 
development, graphic design, digital marketing, social media management, and software 
development, among others. They should also have a strong entrepreneurial spirit and be willing 
to take risks and seize opportunities. Additionally, they must be able to communicate effectively 
with clients, manage their time efficiently, and continually upgrade their skills and knowledge to 
stay ahead in the competitive ICT industry. 


Women ICT Freelancers and Entrepreneurs are important contributors to the economy, creating 
employment opportunities and driving innovation. They also play an important role in promoting 
gender equality and women's empowerment by providing women with the opportunity to work 
independently and build successful businesses on their own terms. By leveraging digital tools and 
platforms, Women ICT Freelancers and Entrepreneurs can overcome traditional barriers to success 
and achieve their full potential in the ICT sector. 


Women ICT Freelancers and Entrepreneurs are important for several reasons: 


Empowerment: Women ICT Freelancers and Entrepreneurs empower women to work on their 
own terms, choose their own projects, set their own schedules, and control their own income. This 
level of empowerment can help women achieve financial independence and personal fulfillment. 


Flexibility: ICT Freelancing and Entrepreneurship provides women with the flexibility to work 
from home or anywhere they choose, allowing them to balance their work with other 
responsibilities, such as caregiving or education. 


Economic Growth: Women ICT Freelancers and Entrepreneurs are important contributors to the 
economy, creating employment opportunities and driving innovation. By starting their own 
businesses, they create jobs, bring new ideas to the market, and contribute to economic growth. 


Gender Equality: Women ICT Freelancers and Entrepreneurs help to promote gender equality by 
breaking down traditional barriers that have prevented women from entering the workforce or 
achieving leadership roles. By working in ICT, women can challenge gender norms and achieve 
success in male-dominated industries. 
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Innovation: Women ICT Freelancers and Entrepreneurs bring unique perspectives and ideas to 
the industry, driving innovation and creativity. This can lead to new products, services, and 
solutions that can benefit society as a whole. 


Women ICT Freelancers and Entrepreneurs play a critical role in promoting gender equality, 
economic growth, and innovation. By providing women with the opportunity to work 
independently and succeed in the ICT sector, we can create a more inclusive and equitable society. 


105.6 Enabling Environment for Women's Entrepreneurship 


Women’s entrepreneurship development requires an economic, political, social and cultural 
context that recognizes and celebrates women as social and economic agents, supports the diversity 
of women as business creators, owners and leaders of all types of businesses, and ensures they 
have access to relevant and tailored financial and business development services and market 
opportunities. 


Creating an enabling environment for women entrepreneurship is essential for promoting gender 
equality, economic growth, and social development. Here are some of the key factors that can help 
create such an environment: 


Access to Finance: Access to finance is essential for women entrepreneurs to start and grow their 
businesses. Governments and financial institutions should create policies and programs that 
provide women entrepreneurs with access to affordable loans, grants, and other financial resources. 


Access to Education and Training: Education and training are critical for developing the skills 
and knowledge needed to start and run a successful business. Governments, non-profit 
organizations, and private sector should offer training programs, mentorship, and networking 
opportunities for women entrepreneurs. 


Legal and Regulatory Framework: A supportive legal and regulatory framework is essential for 
women entrepreneurs to start and grow their businesses. Governments should create policies that 
protect women's rights and provide equal opportunities for women to access resources, own 
property, and participate in decision-making processes. 
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Access to Markets: Access to markets is critical for women entrepreneurs to sell their products 
or services. Governments should create policies that provide women entrepreneurs with access to 
local and international markets and promote gender-sensitive procurement practices. 


Supportive Business Environment: A supportive business environment is essential for women 
entrepreneurs to thrive. Governments and non-profit organizations should create policies that 
encourage entrepreneurship, reduce barriers to entry, and provide support for women 
entrepreneurs. 


Gender-sensitive Culture: A gender-sensitive culture is essential for promoting women 
entrepreneurship. This includes creating awareness about the importance of women 
entrepreneurship, challenging gender stereotypes, and promoting gender-sensitive language and 
images in media. 


Creating an enabling environment for women entrepreneurship requires the participation and 
collaboration of government, private sector, civil society organizations, and individuals. By 
working together, we can create a more inclusive and equitable society where women 
entrepreneurs can thrive and contribute to economic growth and social development. 


An enabling environment for women entrepreneurship can have several positive impacts, 
including: 


Economic Growth: Women entrepreneurs can create new jobs, generate income, and contribute 
to the economic growth of their communities and countries. By creating an enabling environment 
for women entrepreneurship, governments and other stakeholders can unlock the economic 
potential of half the population and boost economic growth. 


Gender Equality: An enabling environment for women entrepreneurship can help promote gender 
equality by reducing the gender gap in entrepreneurship. Women entrepreneurs can challenge 
gender stereotypes, break down barriers to entry, and achieve success in male-dominated 
industries. 


Social Development: Women entrepreneurs can address social challenges by providing 
innovative solutions to issues such as poverty, health, and education. By creating an enabling 
environment for women entrepreneurship, governments and other stakeholders can encourage the 
development of businesses that address social needs and contribute to social development. 


Improved Quality of Life: Women entrepreneurs can improve their own quality of life and that 
of their families by generating income and creating employment opportunities. By creating an 
enabling environment for women entrepreneurship, governments and other stakeholders can help 
women entrepreneurs achieve financial independence, access education and healthcare, and 
improve their standard of living. 
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Innovation: Women entrepreneurs can bring unique perspectives and ideas to the market, driving 
innovation and creativity. By creating an enabling environment for women entrepreneurship, 
governments and other stakeholders can encourage the development of businesses that bring new 
products, services, and solutions to the market. 


An enabling environment for women entrepreneurship can have far-reaching positive impacts on 
economic growth, gender equality, social development, quality of life, and innovation. By creating 
policies and programs that support women entrepreneurship, we can create a more inclusive and 
equitable society where women entrepreneurs can thrive and contribute to a sustainable future. 


105.7 Business Entity 


A business entity is a legal structure that is used to conduct business activities. It is a separate 
legal entity from the owners or shareholders who own the business. There are several types of 
business entities, each with its own advantages and disadvantages, depending on the needs of the 
business. 


Here are some of the most common types of business entities: 


Sole Proprietorship: A sole proprietorship is a business owned and operated by a single 
individual. It is the simplest form of business entity and does not require any formal registration 
or legal documentation. However, the owner is personally liable for all debts and obligations of 
the business. 


Partnership: A partnership is a business owned and operated by two or more individuals. The 
partners share the profits and losses of the business and are jointly and severally liable for all debts 
and obligations of the business. 


Limited Liability Company (LLC): An LLC is a hybrid form of business entity that combines 
the limited liability of a corporation with the tax benefits of a partnership. It provides owners with 
personal liability protection while also allowing them to pass-through profits and losses to their 
personal tax returns. 


Corporation: A corporation is a separate legal entity from its owners or shareholders. It is owned 
by shareholders who elect a board of directors to manage the business. Shareholders are not 
personally liable for the debts and obligations of the corporation, and the corporation pays its own 
taxes. 


Cooperative: A cooperative is a business owned and operated by a group of individuals who share 
a common interest. It operates on a democratic basis, with each member having an equal say in 
the management of the business. Profits are shared among the members. 
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Choosing the right type of business entity is an important decision for any entrepreneur. It depends 
on factors such as the size of the business, the number of owners, liability concerns, and tax 
considerations. Consulting with a legal or financial professional can help business owners make 
the best choice for their specific needs. 


Choosing the right business entity is an important decision for any entrepreneur. Here are some of 
the reasons why: 


Legal Protection: One of the most important benefits of forming a business entity is that it 
provides legal protection to the owners or shareholders. Depending on the type of entity, this 
protection can include limited liability, which means that the owners are not personally liable for 
the debts and obligations of the business. 


Tax Benefits: Different business entities have different tax implications. For example, a sole 
proprietorship and a partnership are considered pass-through entities, meaning that the profits and 
losses are passed through to the owners' personal tax returns. On the other hand, a corporation pays 
its own taxes. Choosing the right business entity can help business owners save money on taxes. 


Credibility: Forming a business entity can add credibility to a business. It shows that the business 
is serious and committed to its goals, and it can help attract investors, customers, and partners. 


Continuity: A business entity can provide continuity to a business. This means that the business 
can continue to operate even if the owners or shareholders change. For example, if one owner 
leaves a partnership, the partnership can continue to operate with the remaining owners. 


Growth Opportunities: Forming a business entity can provide growth opportunities for a 
business. For example, a corporation can issue stock to raise capital, which can be used to expand 
the business. An LLC can also bring in new members to raise capital and grow the business. 


Forming a business entity can provide legal protection, tax benefits, credibility, continuity, and 
growth opportunities for a business. It is an important decision that should be made carefully, 
taking into account the specific needs of the business and the goals of the owners or shareholders. 
The concept of a business entity refers to the legal and organizational structure under which a 
business operates. It is a way to define the business as a separate entity from its owners and 
establish its legal rights and obligations. 
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105.8 Generic Competitive Strategies 


COMPETITIVE 


STRATEGIES 


Generic competitive strategies are broad approaches that businesses can use to gain a competitive 
advantage in their industry. Developed by Michael Porter, a renowned strategy expert, there are 
three primary generic competitive strategies that a business can use: 


Cost Leadership Strategy: A cost leadership strategy is where a business aims to become the 
lowest-cost producer in their industry. The business achieves this by minimizing costs in all areas 
of its operations. This could involve reducing labor costs, implementing efficient production 
processes, and leveraging economies of scale. By having lower costs, the business can offer lower 
prices to its customers and still maintain a profit margin. 


Differentiation Strategy: A differentiation strategy is where a business seeks to create a unique 
product or service that is different from its competitors. This could involve using superior quality 
materials, innovative design, exceptional customer service, or exclusive features. By offering a 
unique product or service, the business can charge a premium price and still maintain customer 
loyalty. 


Focus Strategy: A focus strategy is where a business targets a specific niche market and tailors 
its products or services to meet their unique needs. This could involve targeting a specific 
geographic area, a particular customer group, or a specific product line. By focusing on a niche 
market, the business can become a leader in that market and achieve higher profit margins. 


It is important to note that these three generic competitive strategies are not mutually exclusive, 
and businesses can use a combination of these strategies to achieve their goals. For example, a 
business could use a cost leadership strategy to reduce costs while also offering a unique product 
or service to differentiate themselves from their competitors. 
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Generic competitive strategies are broad approaches that businesses can use to gain a competitive 
advantage in their industry. By choosing a strategy that aligns with their business goals and 
implementing it effectively, businesses can increase their profitability and market share. 


The impact of generic competitive strategies on a business can be significant. Here are some of 
the potential impacts: 


Increased Market Share: By choosing and implementing a generic competitive strategy, a 
business can gain a competitive advantage and increase its market share. For example, a cost 
leadership strategy can allow a business to offer lower prices than its competitors, making it more 
attractive to price-sensitive customers. 


Improved Profitability: A well-executed generic competitive strategy can improve a business's 
profitability by increasing its revenues or reducing its costs. For example, a differentiation strategy 
can allow a business to charge a premium price for its unique product or service, resulting in higher 
profit margins. 


Customer Loyalty: A differentiation strategy can help a business build customer loyalty by 
offering a unique product or service that customers value. This can lead to repeat business, positive 
word-of-mouth referrals, and an overall stronger brand reputation. 


Competitive Advantage: Implementing a generic competitive strategy can give a business a 
competitive advantage over its rivals. This can make it more difficult for new competitors to enter 
the market or for existing competitors to gain market share. 


Flexibility: Generic competitive strategies are not mutually exclusive and can be combined to 
create a unique approach that suits a business's needs. This provides flexibility for businesses to 
adjust their strategies as needed to respond to changes in the market or competitive landscape. 


The impact of generic competitive strategies can be significant for businesses. By choosing and 
implementing a strategy that aligns with their business goals and executing it effectively, 
businesses can increase their market share, improve their profitability, build customer loyalty, gain 
a competitive advantage, and remain flexible in a dynamic market. 
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106. Networking and Marketing 


e Some Channels of Communication 

e What is Verbal Behavior 

e What is Non-Verbal Behavior 

e Details about Public Speaking 

e Ways of Internal & External Communication 
e Types of Medium 

e What is Body Language 

e Details about EMail 

e Details about Print Media 


106.1 Channel of Communication 


Here are some channels of communication ideas for both networking and marketing: 

For Networking: 

In-person events: Attending conferences, meetups, and other networking events where you can 
meet people face-to-face and exchange contact information. 

Email: Send introductory emails to new contacts or follow up after an in-person meeting. 


Social Media: Social media platforms can be an excellent tool for networking, both professionally 
and socially. Here are some ways social media can be used for networking: 


Building Connections: Social media allows you to connect with a diverse range of people from 
various industries and locations, which can be beneficial for networking. You can use social media 
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platforms to search for and connect with individuals in your industry, companies you’re interested 
in, and even potential mentors. 


Sharing your expertise: By regularly sharing your industry knowledge and insights on social 
media, you can build your reputation as an expert in your field. This can help you connect with 
like-minded individuals and companies that are interested in your area of expertise. 


Participating in groups and discussions: Many social media platforms have groups and 
communities where you can participate in discussions with other individuals in your industry. This 
can be a great way to network and make connections with others who share your interests. 


Attend virtual events: Many events have moved online, and social media platforms can be used 
to discover and attend these events. Virtual events can be a great way to connect with others and 
learn from industry experts. 


Engage with others: Engage with other users by commenting on their posts, sharing their content, 
and asking questions. This can help you build relationships and make connections with others. 
Overall, social media can be an effective tool for networking, but it’s essential to use it strategically 
and be mindful of your online presence. 


Video Conferencing: Host virtual meetings through video conferencing platforms like Zoom, 
Skype, or Google Meet. 


Business Cards: Hand out business cards with your contact information at events or meetings. 


Alumni Groups: Alumni groups can be an excellent way to enhance your networking efforts, 
whether you're looking for new job opportunities or seeking to build connections in your industry. 


Here are some ways alumni groups can be used for networking: 


Find Mentors: Alumni groups can be a great way to connect with experienced professionals in 
your field who can provide guidance and mentorship. Many alumni groups have mentorship 
programs, where you can connect with alumni who have similar career interests and goals. 
Career Opportunities: Alumni groups can be a valuable resource for finding job opportunities. 
Many alumni groups have job boards where members can post and view job openings in their 
respective industries. 


Stay Current with Industry Trends: Many alumni groups host events, workshops, and webinars 


that cover the latest industry trends and developments. Attending these events can help you stay 
up to date with changes in your field and meet other professionals with similar interests. 
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Expand Your Network: Alumni groups can be a great way to connect with a diverse range of 
professionals in your industry. Participating in group discussions, attending events, and connecting 
with other members can help you expand your network and build new relationships. 


Give Back: Alumni groups often have volunteer opportunities and fundraising events. 
Volunteering can be a great way to give back to your community, meet new people, and develop 
new skills. 


Clubs and Social Group: Clubs and social groups can be excellent ways to enhance networking 
opportunities. 


Here are some ways clubs and social groups can be used for networking: 

Connecting with like-minded individuals: Joining a club or social group that aligns with your 
interests and goals can provide a platform to connect with like-minded individuals. By meeting 
individuals who share your passions, you can build relationships and potentially make valuable 
connections. 

Learning from industry experts: Many clubs and social groups host events and seminars 
featuring industry experts. Attending these events can provide an opportunity to learn from 
professionals in your field and potentially make new connections. 

Volunteering: Participating in club or social group volunteer activities can help you build 
relationships with other members and make connections with individuals who share your values 
and passions. 

Developing new skills: Many clubs and social groups offer workshops or training sessions that 
can help you develop new skills. By attending these events, you can learn new things, meet new 
people, and potentially make new connections. 

Participating in online discussions: Many clubs and social groups have online forums or 
discussion groups that provide a platform to share ideas and connect with other members. By 
contributing to online discussions, you can build relationships with other members and potentially 
make new connections. 


Overall, joining a club or social group can be a great way to enhance networking opportunities. By 
connecting with like-minded individuals, learning from industry experts, volunteering, developing 
new skills, and participating in online discussions, you can build relationships and potentially make 
valuable connections. 


For Marketing: 


Social Media: Promoting your brand on social media platforms such as Facebook, Instagram, 
Twitter, or LinkedIn. Social media can be a powerful tool for marketing, allowing businesses and 
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individuals to reach a broad audience and engage with potential customers. Here are some ways 

social media can be used for marketing: 

e Building brand awareness: Social media can be used to build brand awareness by sharing 
content that highlights your products, services, or expertise. By sharing engaging content and 
leveraging hashtags, you can increase visibility and reach a broader audience. 

e Engaging with customers: Social media can be used to engage with customers, respond to 
inquiries, and provide support. By being responsive and helpful, you can build a positive 
reputation and foster customer loyalty. 

e Sharing user-generated content: Social media can be used to share user-generated content, 
such as customer reviews, photos, and videos. By showcasing your customers and their 
experiences with your products or services, you can build social proof and credibility. 

e Running targeted ads: Social media platforms offer targeted advertising options, allowing 
businesses to reach a specific audience based on demographics, interests, and behaviors. By 
creating compelling ads and targeting the right audience, you can increase conversions and 
drive sales. 

e Analyzing metrics: Social media platforms provide metrics and analytics that can be used to 
measure the effectiveness of your marketing efforts. By tracking metrics such as engagement, 
reach, and conversion rates, you can refine your marketing strategy and improve results over 
time. 

Overall, social media can be an effective tool for marketing, allowing businesses and individuals 

to build brand awareness, engage with customers, share user-generated content, run targeted ads, 

and analyze metrics to refine their marketing strategies. 


Email Marketing: Sending promotional emails to subscribers or potential customers. 


Content Marketing: Creating valuable content such as blog posts, videos, and podcasts that 
attract potential customers and establish your brand as an authority in your industry. 


Paid Advertising: Running ads on platforms such as Google Ads, Facebook Ads, or Instagram 
Ads to reach a wider audience. 


Influencer Marketing: Collaborating with influencers who have a large following on social 
media to promote your brand or product. 


These are just some examples of channels of communication that can be used for networking and 


marketing. The effectiveness of each channel depends on the target audience, the goals of the 
communication, and the message being conveyed. 
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106.2 Verbal Behavior 


Verbal behavior is a form of communication that involves using language to convey meaning. It 
can be used effectively in marketing and networking to build relationships, influence behavior, 
and achieve desired outcomes. Here are some ways that verbal behavior can be used in marketing 
and networking: 


For Marketing: 

Crafting persuasive messages: Verbal behavior can be used to create compelling messages that 
persuade customers to take action. Effective messaging should highlight the benefits of a product 
or service and provide a clear call to action. 


Building brand identity: Verbal behavior can be used to create a unique brand voice that 
distinguishes a business from competitors. A distinctive brand voice can make a business more 
memorable and recognizable to customers. 


Communicating with customers: Verbal behavior can be used to communicate with customers 
through social media, email marketing, or customer support channels. Effective communication 
should be clear, concise, and empathetic to build customer loyalty. 

Conducting market research: Verbal behavior can be used to conduct market research through 
surveys, focus groups, and customer interviews. Effective research should ask relevant questions 
and use active listening skills to gather valuable insights. 


For Networking: 


Building relationships: Verbal behavior can be used to build relationships with new contacts 
through active listening and engaging conversation. Effective networking should focus on building 
mutual trust and respect. 


Elevator pitch: Verbal behavior can be used to create an elevator pitch that succinctly explains 
what a business does and its unique value proposition. An effective pitch should be memorable 
and encourage further conversation. 


Asking for referrals: Verbal behavior can be used to ask for referrals from existing contacts. 
Effective referral requests should be clear, concise, and emphasize the value that a business 


provides. 


Negotiation: Verbal behavior can be used in negotiation to reach mutually beneficial agreements. 
Effective negotiation should focus on identifying shared interests and finding creative solutions. 
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These are just a few examples of how verbal behavior can be used in marketing and networking. 
Effective verbal behavior requires active listening, clear communication, and empathy to build 
meaningful relationships and achieve desired outcomes. 


106.3 Non-Verbal Behavior 


Non-verbal behavior is a form of communication that includes body language, facial expressions, 

and gestures. It can be used effectively in marketing and networking to convey emotions, build 
trust, and create a positive impression. Here are some ways that non-verbal behavior can be used 
in marketing and networking: 


For Marketing: 


Brand Identity: Non-verbal behavior can be used to create a consistent brand identity through the 
use of color, design, and imagery. Effective branding should evoke emotions and be consistent 
across all marketing materials. 

Visual Communication: Non-verbal behavior can be used to communicate with customers 
visually through the use of infographics, images, and videos. Effective visual communication 
should be relevant, engaging, and easy to understand. 


Packaging: Non-verbal behavior can be used to create attractive and eye-catching packaging that 
grabs the attention of potential customers. Effective packaging should be memorable, informative, 
and visually appealing. 


Store Layout: Non-verbal behavior can be used to create a store layout that encourages customers 
to browse and make purchases. Effective store layouts should be easy to navigate, aesthetically 
pleasing, and create a positive shopping experience. 


For Networking: 

Body Language: Non-verbal behavior can be used to convey confidence and build trust through 
strong posture, eye contact, and facial expressions. Effective body language should be open and 
welcoming. 

Handshakes: Non-verbal behavior can be used to create a positive first impression through a firm 


and confident handshake. Effective handshakes should be appropriate to the situation and 
culturally sensitive. 
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Dress: Non-verbal behavior can be used to convey professionalism and establish credibility 
through appropriate dress. Effective dress should be appropriate for the occasion and convey the 
desired image. 


Personal Space: Non-verbal behavior can be used to create a comfortable and respectful 
environment by being mindful of personal space and physical boundaries. Effective personal space 
management should be appropriate to the cultural norms of the situation. 


These are just a few examples of how non-verbal behavior can be used in marketing and 
networking. Effective non-verbal behavior requires self-awareness, cultural sensitivity, and a 
willingness to communicate with empathy and authenticity. 


106.4 Public Speaking 


Effective public speaking can be an invaluable tool for marketing and networking, as it can help 
build credibility, influence behavior, and establish trust with audiences. Here are some ways that 
effective public speaking can be used in marketing and networking: 

For Marketing: 


Presentations: Public speaking can be used to deliver compelling presentations that inform, 
persuade, and inspire audiences. Effective presentations should be engaging, informative, and 
visually appealing. 


Publicity: Public speaking can be used to generate publicity and media coverage for a business or 
brand. Effective publicity should be targeted to the right audience and focus on newsworthy topics. 


Thought Leadership: Public speaking can be used to establish thought leadership in a particular 
industry or field. Effective thought leadership should be based on original research or insights and 
be relevant to the audience. 


Sales Pitches: Public speaking can be used to deliver sales pitches that highlight the benefits of a 
product or service. Effective sales pitches should be tailored to the needs of the audience and 
provide a clear call to action. 

For Networking: 

Elevator Pitches: Public speaking can be used to deliver a concise and compelling elevator pitch 


that explains what a business does and its unique value proposition. Effective elevator pitches 
should be memorable and encourage further conversation. 
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Networking Events: Public speaking can be used to establish credibility and build relationships 
at networking events. Effective networking speeches should be focused, informative, and 


engaging. 


Panel Discussions: Public speaking can be used to participate in panel discussions and establish 
thought leadership in a particular industry or field. Effective panel discussions should be 
informative, engaging, and foster meaningful dialogue among participants. 


Keynote Speaking: Public speaking can be used to deliver keynote speeches at industry 
conferences or events. Effective keynote speeches should be inspiring, informative, and engaging 
for the audience. 

These are just a few examples of how effective public speaking can be used in marketing and 


networking. Effective public speaking requires preparation, practice, and a willingness to 
communicate with authenticity and empathy. 


106.5 Internal and External Communication 

Internal communication and external communication are both important for effective marketing 
and networking from a business perspective. Here are some tips on how to execute both types of 
communication for better marketing and networking: 


Internal Communication: 


Use a variety of channels: Use a variety of communication channels such as email, messaging 
platforms, video conferencing, and newsletters to keep employees informed and engaged. 


Set clear expectations: Set clear expectations for communication within the organization, 
including response times, etiquette, and confidentiality. 


Encourage feedback: Encourage employees to provide feedback and suggestions for improving 
communication within the organization. 


Promote transparency: Promote transparency in communication by sharing information about 
company goals, initiatives, and progress towards those goals. 


Provide training: Provide training on effective communication skills, such as active listening, 
conflict resolution, and written communication. 
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External Communication: 


Define your target audience: Define your target audience and tailor your communication to their 
needs and preferences. 


Develop a consistent brand voice: Develop a consistent brand voice across all communication 
channels to establish brand recognition and build trust with customers. 


Use storytelling: Use storytelling to make your communication more engaging and memorable, 
and to create an emotional connection with your audience. 


Be responsive: Be responsive to customer inquiries and feedback, and use social media to engage 
with customers and build a community around your brand. 


Measure effectiveness: Measure the effectiveness of your communication through metrics such 
as open rates, click-through rates, and engagement levels, and adjust your communication strategy 
accordingly. 

By executing both internal and external communication effectively, businesses can build strong 
relationships with employees and customers, establish a consistent brand identity, and create a 
positive reputation in their industry. 


106.6 Types of Medium Review 


A medium review can refer to a review of a product, service, or company that is published in a 
medium, such as a magazine, newspaper, blog, or social media platform. Here are some types of 
medium reviews: 


Print Reviews: Print reviews are reviews that are published in printed media, such as magazines 
and newspapers. These reviews are often more in-depth than online reviews and are written by 
professional journalists or writers. 


Online Reviews: Online reviews are reviews that are published on websites, blogs, or social media 
platforms. They are often shorter and more informal than print reviews and can be written by 
anyone with an internet connection. 


Video Reviews: Video reviews are reviews that are posted on video-sharing platforms such as 
YouTube. These reviews are often more engaging than written reviews and can include 
demonstrations of the product or service being reviewed. 
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Podcast Reviews: Podcast reviews are reviews that are included in a podcast episode. These 
reviews can be either scripted or spontaneous and can provide a more personal perspective on the 
product or service being reviewed. 


Influencer Reviews: Influencer reviews are reviews that are written or posted by social media 
influencers who have a large following. These reviews can have a significant impact on the 
reputation and success of a product or service. 


User Reviews: User reviews are reviews that are written by customers who have purchased and 
used the product or service. These reviews can be found on online marketplaces, review websites, 
or social media platforms. 


Medium reviews can be an important aspect of marketing and branding for businesses. Positive 
reviews can increase sales and improve a company's reputation, while negative reviews can 
damage a company's image and lead to lost sales. It's important for businesses to monitor and 
respond to reviews, and to use them as feedback to improve their products and services. 


106.7 Body Language 


Body language can be a powerful tool in marketing, as it can help businesses to establish trust, 
build rapport, and communicate their message effectively to potential customers. Here are some 
ways that body language can be used in marketing: 


Use Open Posture: Using an open posture can convey openness, confidence, and interest. This 
involves standing or sitting up straight, facing the person you're speaking to, and keeping your 
arms and legs uncrossed. This posture shows that you are engaged and receptive to the 
conversation. 


Smile: A genuine smile can help to create a positive first impression and put potential customers 
at ease. Smiling can convey warmth and friendliness and can help to build rapport with the person 
you're speaking to. A smile can also help to convey positive emotions and make the conversation 
more enjoyable. 


Eye Contact: Maintaining eye contact can convey confidence, sincerity, and trustworthiness, and 
can help to establish a connection with potential customers. Maintaining eye contact can help to 
convey confidence, interest, and respect. It also shows that you are engaged in the conversation 
and actively listening to the person you're speaking to. 


Mirroring: Mirroring the body language of a potential customer can help to establish rapport and 
create a sense of connection. Mirroring involves subtly mimicking the body language of the person 
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you're speaking to. This can help to build rapport and create a sense of connection. Mirroring can 
include matching posture, hand gestures, and facial expressions. 


Gestures: Purposeful gestures can help to emphasize key points and make a presentation more 
engaging and memorable. Using gestures can help to emphasize key points, convey emotions, and 
make the conversation more engaging. Gestures can include using your hands to illustrate a point, 
nodding your head in agreement, or leaning slightly to show interest. 


Dress Appropriately: Dressing appropriately for the situation can help to convey professionalism 
and credibility and can help potential customers to take the business seriously. 


Use Space Effectively: Using space effectively, such as by standing or sitting in a way that 
conveys confidence and authority, can help to establish credibility and influence the perceptions 
of potential customers. 


Body language can be a powerful tool in marketing, but it's important to use it in a way that is 
authentic and genuine. It's also important to be aware of cultural differences in body language and 
to adjust accordingly to avoid misunderstandings. By using body language effectively, businesses 
can create a positive impression and establish a strong connection with potential customers. 


106.8 Email 


Email can be an effective tool for marketing and networking, as it allows businesses to 
communicate with potential customers and build relationships with other professionals in their 
industry. Here are some ways that email can be used in marketing and networking: 


Email Marketing Campaigns: Businesses can use email to send promotional messages to a 
targeted list of subscribers. Email marketing campaigns can be used to promote new products or 
services, share company news, or offer special discounts and deals. 


Newsletters: Businesses can use email to send regular newsletters to subscribers, providing 
updates on industry trends, company news, and valuable information that can help subscribers to 
solve problems or achieve their goals. 


Follow-Up Emails: After a networking event, businesses can follow up with new contacts via 
email to express gratitude for the opportunity to meet and to initiate further communication. 


Cold Emails: Businesses can use email to reach out to potential customers who have not yet 


expressed interest in their products or services. A well-crafted email can be a powerful tool for 
introducing a business and sparking interest in what they have to offer. 
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Sales Emails: Sales emails can be used to directly promote products or services and to encourage 
potential customers to make a purchase. 


Personalized Emails: Personalized emails can help to build relationships with subscribers and 
customers by addressing them by name and tailoring the content to their interests and needs. 


Automated Emails: Automated emails can be used to send welcome messages, confirmations, 
and other types of messages automatically, freeing up time for businesses to focus on other tasks. 


Overall, email can be a cost-effective and efficient way to reach potential customers and build 
relationships with other professionals in the industry. By using email strategically, businesses can 
enhance their marketing and networking efforts and achieve their goals. 


106.9 Print Media 


Print media, such as newspapers, magazines, brochures, and flyers, can be a powerful tool for 
marketing a business. Here are some ways that print media can be used for better marketing: 


Brochures and Flyers: Brochures and flyers can be used to provide potential customers with 
detailed information about a business's products or services. They can be distributed at events, in 
public places, or through direct mail campaigns. 


Newspaper and Magazine Advertising: Businesses can place advertisements in newspapers and 
magazines to reach a broad audience. Advertisements can be targeted to specific demographics or 
geographic regions to increase the likelihood of reaching potential customers. 


Direct Mail: Direct mail campaigns can be used to send postcards or flyers to potential customers 
in a specific geographic area or demographic group. This can be an effective way to reach potential 
customers who may not be reached through digital marketing. 


Business Cards: Business cards can be a powerful marketing tool, as they can be distributed at 
networking events, trade shows, and other industry events. A well-designed business card can help 
to make a positive first impression and encourage potential customers to contact the business. 


Billboards: Billboards can be used to reach a broad audience in a specific geographic area. A well- 
designed billboard can be a memorable way to promote a business's products or services. 


Print Publications: Businesses can contribute articles or advertisements to print publications in 


their industry. This can help to establish the business as a thought leader in the industry and can 
reach a targeted audience of potential customers. 
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Product Catalogs: Product catalogs can be used to showcase a business's products and services 
to potential customers. They can be distributed at events or through direct mail campaigns. 


Overall, print media can be a powerful tool for marketing a business, as it can help to reach a broad 
audience and provide potential customers with detailed information about the business's products 
or services. By using print media strategically, businesses can enhance their marketing efforts and 
achieve their goals. 


106.10 Social Media 


Social media has become an essential tool for businesses of all sizes to promote their products and 
services, build their brand, and engage with their customers. Here are some ways that social media 
can be used for better marketing: 


Brand Awareness: Social media can be used to create brand awareness by sharing engaging 
content and building a following of potential customers. By consistently sharing valuable content, 
businesses can increase their visibility and reach a broader audience. 


Targeted Advertising: Social media platforms allow businesses to target their advertising to 
specific demographics, interests, and behaviors. This targeted approach can help to increase the 
effectiveness of advertising campaigns and reach potential customers who are most likely to be 
interested in the business's products or services. 


Customer Engagement: Social media provides businesses with an opportunity to engage with 
their customers by responding to comments, messages, and reviews. This engagement can help to 
build trust and loyalty with customers and increase the likelihood of repeat business. 


Influencer Marketing: Influencer marketing involves partnering with social media influencers 
who have a large following in a particular niche. By partnering with influencers, businesses can 
tap into their following and increase their brand awareness and credibility. 


Content Marketing: Social media can be used as a platform for content marketing by sharing 
blog posts, articles, and other valuable content. By sharing useful and informative content, 
businesses can establish themselves as thought leaders in their industry and build trust with 
potential customers. 


Customer Feedback: Social media can be used to gather customer feedback and insights. This 


feedback can be used to improve products and services, identify customer needs, and develop new 
marketing strategies. 
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Sales: Social media platforms, such as Facebook and Instagram, now offer in-app sales options, 
allowing businesses to sell products and services directly through their social media profiles. 


Overall, social media can be a powerful tool for businesses to enhance their marketing efforts and 
reach their target audience. By using social media strategically, businesses can build their brand, 
engage with customers, and increase sales. 
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107.Promotion & Distribution 


e Details about selling 

e What is sales promotion 

e The ways of direct marketing 

e What is Review 

e Details about publicity 

e The ways of Direct selling 

e Details about Selling through intermediaries 
e What is Dual distribution 

e What are the Reverse channels 


107.1 Advertising 


Advertising is one of the most important tools for promoting a product. Here are some ways 
advertising can help with product promotion: 


Creating Awareness: Advertising helps to create awareness about a product among potential 
customers. It informs people about the existence of the product, its features, and its benefits. 
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Building Brand Image: Advertising helps to build the brand image and reputation of the product. 
It creates a positive impression of the product in the minds of consumers and establishes a strong 
brand identity. 


Encouraging Purchases: Advertising motivates customers to buy the product by highlighting its 
unique selling points and benefits. It can create a sense of urgency or exclusivity that encourages 
people to make a purchase. 


Differentiating from Competitors: Advertising can help to differentiate the product from its 
competitors. It can highlight the unique features or benefits that set the product apart and make it 
more attractive to potential customers. 


Targeting Specific Audiences: Advertising can be targeted to specific groups of people who are 
more likely to be interested in the product. This can be done through targeted online ads or by 
placing ads in specific magazines or TV shows. 


Generating Repeat Business: Advertising can help to generate repeat business by reminding 
customers about the product and its benefits. This can lead to increased loyalty and a higher 
lifetime value of the customer. 


Overall, advertising is a critical component of product promotion. It helps to create awareness, 
build brand image, encourage purchases, differentiate from competitors, target specific audiences, 
and generate repeat business. 


107.2 Selling 


There are several major ways to sell a product or service to the market. Here are some of the most 
common methods: 


Direct Sales: This is when a salesperson or a team of salespeople approach potential customers 
directly, either in person or over the phone. This can be an effective method for high-value products 
or services that require a personal touch. 


Online Sales: This is when products or services are sold through an e-commerce website. This 
can be an effective method for products that can be easily shipped and do not require a lot of 
personal interaction. 


Retail Sales: This is when products are sold through retail stores or other physical locations. This 


can be an effective method for products that require customers to see, touch, or try them before 
making a purchase. 
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Wholesale Sales: This is when products are sold in large quantities to retailers or other businesses. 
This can be an effective method for products that are sold to other businesses rather than directly 
to consumers. 


Affiliate Marketing: This is when other businesses or individuals promote a product or service in 
exchange for a commission on sales. This can be an effective method for products that have a 
broad appeal and can be easily promoted by others. 


Social Media Marketing: This is when products or services are promoted through social media 
channels such as Facebook, Instagram, or Twitter. This can be an effective method for products 
that appeal to a younger, more tech-savvy audience. 


Influencer Marketing: This is when products or services are promoted by influencers who have 
a large following on social media. This can be an effective method for products that have a strong 
visual appeal or that are associated with a particular lifestyle or image. 


Overall, there are many different ways to sell a product or service to the market, and the most 
effective method will depend on the nature of the product, the target audience, and the marketing 
budget. 


107.3 Sales Promotion 


Sales promotion is a marketing strategy used to encourage customers to make a purchase or take 
a specific action. Here are some types of sales promotion and how they work to bring more sales 
to the company: 


Discounts and Coupons: This type of sales promotion involves offering a discount or a coupon 
that can be redeemed for a discount on the product or service. It works by incentivizing customers 
to make a purchase by offering a lower price. 


Buy One, Get One (BOGO): This type of promotion involves offering a free product or service 
when a customer purchases another. It works by encouraging customers to make a purchase in 
order to get something for free. 


Contests and Sweepstakes: This type of promotion involves offering customers the chance to 


win a prize by participating in a contest or sweepstakes. It works by generating excitement and 
engagement around the product or service. 
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Loyalty Programs: This type of promotion involves offering rewards or incentives to customers 
who make repeat purchases or engage with the company in other ways. It works by incentivizing 
customers to continue doing business with the company. 


Free Samples: This type of promotion involves offering free samples of the product or service to 
potential customers. It works by giving customers a chance to try the product before they buy it, 
which can increase their likelihood of making a purchase. 


Bundling: This type of promotion involves offering a group of products or services for a 
discounted price when purchased together. It works by incentivizing customers to buy more 
products or services than they might have otherwise. 


Overall, sales promotion can be an effective way to bring more sales to the company by 
incentivizing customers to make a purchase or take a specific action. The most effective type of 
sales promotion will depend on the nature of the product or service, the target audience, and the 
marketing budget. 


107.4 Direct Marketing 


Direct marketing is a type of advertising that allows businesses to communicate directly with their 
customers or target audience through various channels such as email, social media, direct mail, 
telemarketing, and others. Here are some processes that can help improve direct marketing: 


Define your target audience: Before starting a direct marketing campaign, it is important to define 
your target audience. You need to understand who your potential customers are, what their needs 
and preferences are, and how you can best reach them. This will help you tailor your marketing 
message and choose the right marketing channels to use. 


Develop a clear marketing message: Your marketing message should be clear, concise, and 
focused on the benefits of your product or service. It should also be tailored to your target audience 
and speak directly to their needs and pain points. 


Choose the right marketing channels: There are many different marketing channels you can use 
for direct marketing, including email, social media, direct mail, telemarketing, and others. Choose 
the channels that are most effective for reaching your target audience and delivering your message. 


Use personalization: Personalization is a key factor in successful direct marketing. Personalize 


your marketing message by using the recipient's name, addressing their specific needs, and 
providing tailored offers and recommendations. 
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Track and analyze your results: Measuring the success of your direct marketing campaign is 
essential to understand what is working and what needs improvement. Use analytics tools to track 
your results and analyze your data to optimize your campaign and improve your ROI. 

Test and refine your approach: Direct marketing is an iterative process. Continuously test and 
refine your approach to improve your results. Experiment with different marketing messages, 
channels, and strategies to find the most effective combination for your target audience. 


107.5 Review Publicity 


Publicity reviews have become an integral part of the decision-making process for consumers, with 
a large percentage of shoppers reading reviews before making a purchase. This trend has led to an 
increase in the importance of review publicity in business promotion. 

There are several ways to generate review publicity: 


Encouraging customers to leave reviews: Businesses can actively encourage their customers to 
leave reviews on popular review sites such as Yelp, Google, or Facebook. This can be done through 
email marketing campaigns, in-store signage, or by providing a link to review sites on the company 
website. 


Responding to reviews: Responding to reviews, whether positive or negative, can help to build a 
positive reputation for a business. Responding to negative reviews in a professional manner can 
demonstrate that the business cares about customer satisfaction and is willing to address any issues 
that arise. 


Showcasing reviews on the company website: Displaying customer reviews on a company 
website can provide social proof and give potential customers an idea of what they can expect 
from the business. This can be done through a dedicated review page or by displaying reviews on 
product pages. 


Partnering with influencers: Partnering with influencers who have a strong following on social 
media can help to generate buzz and positive reviews for a business. Influencers can share their 
experience with the business with their followers, leading to increased visibility and brand 
recognition. The importance of review publicity in the business promotion cannot be overstated. 


Here are a few reasons why: 


Builds trust: Positive reviews can help to build trust and credibility for a business. Customers are 
more likely to trust a business with a high rating and positive reviews. 
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Increases visibility: Reviews can help to increase the visibility of a business, particularly on 
search engines. Reviews can help a business to rank higher in search results, leading to increased 
visibility and traffic. 


Influences purchase decisions: Reviews can have a significant impact on purchase decisions. 
Customers are more likely to choose a business with positive reviews over a business with negative 
or no reviews. 


Provides valuable feedback: Reviews can provide valuable feedback for businesses. Negative 
reviews can highlight areas for improvement, while positive reviews can provide insight into what 
customers value most about a business. 


For example, imagine that you are in the market for a new smartphone. You are considering two 
different models, both of which have similar features and pricing. However, one model has a much 
higher rating and more positive reviews than the other. Based on the reviews, you decide to 
purchase the model with the higher rating, as you feel more confident in its quality and reliability. 


In another example, imagine that you are a small business owner with an online store. You notice 
that your store has a low rating on a popular review site, which is negatively impacting your sales. 
You decide to actively encourage your customers to leave reviews and respond to any negative 
reviews in a professional manner. Over time, your rating improves and you begin to see an increase 
in sales as a result. 

Overall, review publicity is an essential component of business promotion in today's digital age. 
By actively encouraging reviews, responding to feedback, and showcasing positive reviews, 
businesses can build trust, increase visibility, and influence purchase decisions. 


107.6 Direct Selling 


Direct selling is a marketing strategy in which companies sell their products or services directly to 
consumers through personal contact, typically through one-on-one sales presentations or parties. 
This sales model can have a positive impact on a company's sales and branding in several ways. 


Builds strong relationships with customers: Direct selling allows companies to build strong 
relationships with customers by providing personalized attention and customized solutions. This 
fosters customer loyalty and can lead to repeat business. 


Increases brand awareness: Direct selling also helps to increase brand awareness by providing 


an opportunity for customers to experience the product or service firsthand. This allows customers 
to see the benefits of the product and can lead to positive word-of-mouth referrals. 
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Provides immediate feedback: Direct selling provides companies with immediate feedback on 
their products or services. This feedback can be used to improve the product or service and tailor 
it to meet the needs of customers. 


Lowers costs: Direct selling can also lower costs for companies by reducing the need for 
expensive advertising campaigns or retail space. Instead, the company can focus on building a 
strong network of independent sales representatives who can promote and sell the product. 


Offers flexibility: Direct selling also offers flexibility for both the company and the sales 
representative. Sales representatives can work on their own schedule, and the company can quickly 
adapt to changing market conditions or customer needs. 


In summary, direct selling can positively impact a company's sales and branding by building strong 
relationships with customers, increasing brand awareness, providing immediate feedback, 
lowering costs, and offering flexibility. By utilizing this sales model, companies can create a more 
personalized and engaging customer experience, leading to increased customer loyalty and sales. 


107.7 Selling through intermediaries. 


Selling through intermediaries involves the use of third-party agents, distributors, or wholesalers 
to sell products to end customers. This sales model allows companies to reach a wider customer 
base and expand into new markets. 


The major process for selling through intermediaries includes: 


Identifying potential intermediaries: The first step in selling through intermediaries is to identify 
potential partners who can help distribute the products to the target market. Companies can use 
various methods to find intermediaries such as trade associations, directories, or trade shows. 


Evaluating intermediaries: Once potential intermediaries have been identified, the next step is 
to evaluate them based on their experience, reputation, financial stability, and customer base. The 
goal is to select the best-fit intermediaries who can effectively market and sell the products to the 
target market. 


Negotiating contracts: Once the intermediaries have been selected, the next step is to negotiate 
the terms of the contract. This includes determining the commission or fee for the intermediary, 
the length of the agreement, the responsibilities of each party, and any exclusivity clauses. 
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Training and supporting intermediaries: After the contracts have been signed, companies must 
provide training and support to the intermediaries. This includes educating them on the product 
features, benefits, and competitive advantages, as well as providing marketing materials, sales 
support, and ongoing communication. 


Monitoring and managing intermediaries: Finally, companies must monitor and manage the 
performance of the intermediaries to ensure they are meeting sales targets and adhering to the 
terms of the agreement. Regular communication, performance reviews, and incentives can help 
motivate intermediaries and ensure that they are effectively selling the products to the target 
market. 


In summary, the major process for selling through intermediaries includes identifying potential 
partners, evaluating them, negotiating contracts, training and supporting them, and monitoring and 
managing their performance. By effectively managing the intermediary relationship, companies 
can expand their reach and sales, while intermediaries can gain access to new products and 
markets, leading to a win-win situation for both parties. 


107.8 Dual Distribution 


Dual distribution is a distribution strategy in which a company sells its products through two or 
more channels that may compete with each other. In other words, the company uses multiple 
distribution channels to reach different customer segments or markets. 

This sales model has several potential applications, including: 


Retail and online sales: Many companies use dual distribution to sell their products both through 
traditional brick-and-mortar retail stores and online through their own e-commerce website or 
third-party platforms like Amazon or eBay. This allows customers to choose their preferred 
shopping method and can increase overall sales for the company. 


Direct and indirect sales: Some companies use dual distribution to sell their products both 
through direct sales (e.g., through their own sales force) and indirect sales (e.g., through 
distributors or wholesalers). This allows the company to reach a wider customer base and can lead 
to increased sales and market share. 


Multiple intermediaries: Some companies use dual distribution to sell their products through 
multiple intermediaries, such as wholesalers and retailers, in different geographic regions or 
markets. This allows the company to expand its reach and increase sales by tapping into the 
existing customer base of each intermediary. 
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The potential benefits of dual distribution include: 


Increased market reach: Dual distribution allows companies to reach a wider customer base by 
tapping into different markets or customer segments through different channels. 


Higher sales: By using multiple distribution channels, companies can potentially increase sales 
and market share. 


Flexibility: Dual distribution provides flexibility for companies to adapt to changing market 
conditions or customer preferences by adjusting their distribution strategy. 
However, there are also potential drawbacks to dual distribution, including: 


Channel conflict: Dual distribution can lead to channel conflict if the different channels compete 
with each other or if there is a lack of coordination between them. 


Higher costs: Dual distribution can be more costly than using a single distribution channel due to 
the need for additional resources and infrastructure. 


Control issues: Dual distribution can result in a loss of control over the sales process, as the 
company must rely on intermediaries to sell its products. 


In summary, dual distribution is a distribution strategy in which a company sells its products 
through multiple channels. This approach can provide benefits such as increased market reach and 
higher sales, but also has potential drawbacks such as channel conflict and higher costs. Companies 
considering dual distribution should carefully weigh the potential benefits and drawbacks and 
develop a comprehensive strategy to ensure the success of their distribution efforts. 


107.9 Reverse Channel 


Reverse channels, also known as reverse logistics, is the process of managing the return, repair, 
and disposal of products after they have been sold to customers. This can include the return of 
defective or damaged products, recycling, and the disposition of end-of-life products. While 
reverse channels are often associated with cost and inefficiencies, they can also present 
opportunities for companies to generate profits and improve customer satisfaction. 

Here are some executable ideas on how reverse channels can be profitable: 


Refurbishment and resale: Products that are returned or repaired can often be refurbished and 
resold at a lower price point. This can create an additional revenue stream for companies and 
provide customers with an affordable option for purchasing products that have been tested and 
repaired. 
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Parts harvesting and reuse: Products that cannot be refurbished can be disassembled and used 
for parts harvesting. These parts can be used for repairs or sold to third-party repair companies or 
recyclers, creating another potential revenue stream for companies. 


Re-manufacturing: Companies can also use reverse channels to re-manufacture products from 
returned or damaged goods. This involves disassembling and rebuilding the products with new or 
refurbished parts, which can be sold at a lower cost than new products. 

Recycling and waste reduction: Reverse channels can also help companies reduce waste and 
improve sustainability. By recycling or disposing of products in an environmentally-friendly 
manner, companies can reduce the environmental impact of their operations and improve their 
brand reputation. 


Data analysis and insights: Reverse channels can provide valuable data and insights into 
customer behavior, product defects, and potential improvements to the products or sales process. 
By analyzing this data, companies can make informed decisions to improve their products, reduce 
returns, and increase customer satisfaction. 


In summary, reverse channels can be profitable for companies by creating additional revenue 
streams through refurbishment, parts harvesting, re-manufacturing, and recycling, reducing waste 
and improving sustainability, and providing valuable data and insights for product improvements. 
By investing in their reverse logistics processes, companies can improve customer satisfaction and 
increase their bottom line. 
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108.1 What is Penetration Pricing? 


Penetration pricing is a pricing strategy where a company sets a low initial price for a product in 
order to attract customers and gain market share quickly. The company then raises the price over 
time as it becomes more established in the market. 

Penetration pricing is often used by new companies entering an established market. It can also be 
used by companies that are trying to increase market share for an existing product. 

There are several advantages to using penetration pricing. First, it can help a company quickly gain 
market share. This is because customers are more likely to buy a product when it is priced lower. 
Second, penetration pricing can help a company build brand awareness. When a company offers a 
product at a low price, it gets people talking about the product. This can help the company build 
brand awareness and attract new customers. 

There are also some disadvantages to using penetration pricing. First, it can lead to lower profits 
in the short-term. This is because the company is selling its product at a lower price than it would 
if it used a different pricing strategy. Second, penetration pricing can lead to retaliation from 
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competitors. If a company's competitors see that it is using penetration pricing, they may lower 
their prices as well. This can lead to a price war, which can hurt all of the companies involved. 
Overall, penetration pricing is a pricing strategy that can be used to quickly gain market share. 
However, it is important to weigh the advantages and disadvantages of this strategy before using 
it. 


108.2 What is optional pricing? 

Optional pricing is a pricing strategy where customers can choose to pay for additional features or 
services that are not included in the base price of a product or service. This type of pricing is often 
used by companies that sell software, hardware, and other products that can be customized to meet 
the needs of individual customers. 

There are several advantages to using optional pricing. First, it allows companies to offer a wider 
range of products and services to customers. Second, it allows companies to generate more revenue 
from each sale. Third, it allows companies to better meet the needs of individual customers. 
There are also some disadvantages to using optional pricing. First, it can be more complex to 
manage than a traditional pricing strategy. Second, it can be difficult to determine which features 
or services should be included in the base price and which should be offered as options. Third, it 
can be difficult to communicate the optional pricing structure to customers. 

Overall, optional pricing can be a valuable pricing strategy for companies that sell products or 
services that can be customized to meet the needs of individual customers. However, it is important 
to weigh the advantages and disadvantages of this strategy before using it. 

Here are some examples of optional pricing: 


e A software company that offers a basic version of its software for free, but charges for 
additional features or modules. 

e A car manufacturer that offers a base model car, but allows customers to choose from a 
variety of optional features, such as a sunroof, heated seats, or a premium sound system. 

e A hotel that offers a basic room rate, but charges for additional amenities, such as breakfast, 
parking, or Wi-Fi. 


Optional pricing can be a good way to increase customer satisfaction and revenue. By offering a 
variety of options, companies can make their products and services more appealing to a wider 
range of customers. 
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108.3 What is premium pricing? 


Premium Pricing 


Premium pricing is a pricing strategy where a company sets a high price for a product or service 
in order to create a perception of quality or exclusivity. This strategy is often used by companies 
that sell luxury goods or services, or that have a strong brand reputation. 


There are several advantages to using premium pricing. First, it can help a company to generate 
higher profits. This is because the company is charging more for its products or services than its 
competitors. Second, premium pricing can help a company to build a strong brand reputation. 
When customers are willing to pay a premium price for a product or service, it sends a signal that 
the product or service is of high quality. Third, premium pricing can help a company to attract a 
more affluent customer base. 

There are also some disadvantages to using premium pricing. First, it can limit the company's 
market share. This is because not all customers are willing to pay a Premium price for a product 
or service. Second, premium pricing can make the company more vulnerable to competition from 
lower-priced rivals. Third, premium pricing can damage the company's brand reputation if the 
product or service does not live up to expectations. 

Overall, premium pricing can be a successful pricing strategy for companies that have a strong 
brand reputation and that are selling products or services that are perceived to be of high quality. 
However, it is important to weigh the advantages and disadvantages of this strategy before using 
it. 

Here are some examples of premium pricing: 


e A luxury car manufacturer that prices its cars at a premium over its competitors. 
e A high-end restaurant that charges higher prices than its competitors. 
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e A designer clothing brand that prices its clothing at a premium over its competitors. 


Premium pricing can be a good way to generate higher profits and build a strong brand reputation. 
However, it is important to make sure that the product or service is of high quality and that the 
target market is willing to pay a premium price. 


108.4 What is value pricing? 
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Value pricing is a pricing strategy where a company sets prices based on the perceived value of its 
products or services to customers. This means that the company sets prices that are high enough 
to cover its costs and generate a profit, but low enough that customers are willing to pay. 
There are several advantages to using value pricing. First, it can help a company to generate more 
sales. This is because customers are more likely to buy a product or service when they believe that 
it is a good value. Second, value pricing can help a company to build a strong brand reputation. 
When customers believe that a company is offering good value, they are more likely to do business 
with that company in the future. Third, value pricing can help a company to attract new customers. 
When customers see that a company is offering good value, they are more likely to try the 
company's products or services. 
There are also some disadvantages to using value pricing. First, it can lead to lower profits. This 
is because the company is charging less for its products or services than it could if it used a different 
pricing strategy. Second, value pricing can make it difficult for a company to compete with 
companies that are using other pricing strategies, such as premium pricing or penetration pricing. 
Third, value pricing can be difficult to implement effectively. This is because it requires a company 
to have a good understanding of its target market and the value that its products or services offer 
to customers. 
Overall, value pricing can be a successful pricing strategy for companies that are selling products 
or services that are perceived to be of high value to customers. However, it is important to weigh 
the advantages and disadvantages of this strategy before using it. 
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108.5 What is competition pricing? 
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Competition pricing is a pricing strategy where a company sets its prices based on the prices of its 
competitors. This means that the company sets prices that are similar to or the same as the prices 
of its competitors. 

There are several advantages to using competition pricing. First, it can help a company to stay 
competitive in the market. This is because the company is not pricing its products or services too 
high or too low compared to its competitors. Second, competition pricing can help a company to 
attract customers who are looking for the best price. Third, competition pricing can help a company 
to build a reputation as a fair and honest company. 

There are also some disadvantages to using competition pricing. First, it can lead to lower profits. 
This is because the company is not charging as much for its products or services as it could if it 
used a different pricing strategy. Second, competition pricing can make it difficult for a company 
to differentiate itself from its competitors. Third, competition pricing can lead to a price war, which 
can hurt all of the companies involved. 

Overall, competition pricing can be a successful pricing strategy for companies that are selling 
products or services in a highly competitive market. However, it is important to weigh the 
advantages and disadvantages of this strategy before using it. 

Here are some examples of competition pricing: 


e A grocery store that sets its prices to be the same as or lower than its competitors. 
e A clothing retailer that sets its prices to be similar to the prices of its competitors. 
e Acar dealership that sets its prices to be competitive with other dealerships in the area. 
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Competition pricing can be a good way to attract customers and stay competitive in the market. 
However, it is important to make sure that the company is not pricing its products or services too 
low, as this could lead to lower profits. 


108.6 What is bundle pricing? 


Bundle pricing is a pricing strategy where a company sells multiple products or services together 
for a single price. This can be a great way to increase sales and profits, as it allows companies to 
offer customers a better value. 

There are many different types of bundle pricing, but some of the most common include: 


e Product bundles: This is the most common type of bundle pricing, and it involves selling 
multiple products together for a single price. For example, a company might sell a printer, ink 
cartridges, and paper together for a single price. 

e Service bundles: This type of bundle pricing involves selling multiple services together for a 
single price. For example, a company might sell internet, cable, and phone service together for 
a single price. 

e Product and service bundles: This type of bundle pricing involves selling both products and 
services together for a single price. For example, a company might sell a cell phone and a data 
plan together for a single price. 


Bundle pricing can be a great way to increase sales and profits, but it's important to make sure that 
you're offering customers a good value. If the bundle price is too high, customers won't be 
interested. But if the bundle price is too low, you'll lose money. 

It's also important to make sure that the products or services in the bundle are complementary. This 
means that they should go together well and be something that customers would be likely to buy 
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together. For example, a printer, ink cartridges, and paper are complementary products, as they are 
all necessary for printing. 

Bundle pricing can be a great way to increase sales and profits. But it's important to make sure that 
you're offering customers good value and that the products or services in the bundle are 
complementary. 


108.7 What is skimming pricing? 


a Price skimming strategy >? 


uxXprice 


Skimming pricing is a pricing strategy where a company charges a high initial price for a product 
or service. This strategy is often used by companies that are introducing a new product or service 
to the market, or by companies that have a monopoly on the market. 

The goal of skimming pricing is to generate as much revenue as possible from the first customers 
who are willing to pay a high price for the product or service. Once the company has captured this 
initial market, it can then lower the price to attract more price-sensitive customers. 

Skimming pricing can be a successful strategy for companies that have a new or innovative product 
or service. However, it is important to make sure that the product or service is of high quality and 
that there is a demand for it in the market. 

Here are some of the advantages of skimming pricing: 


e [tcan help a company to generate high profits in the short term. 
e Itcan help a company to build brand awareness and attract new customers. 
e Itcan help a company to recoup its research and development costs quickly. 


Here are some of the disadvantages of skimming pricing: 


e [tcan alienate price-sensitive customers. 
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e Itcan lead to competition from lower-priced rivals. 
e It can damage the company's reputation if the product or service does not live up to 
expectations. 


Overall, skimming pricing is a pricing strategy that can be used to generate high profits in the short 
term. However, it is important to weigh the advantages and disadvantages of this strategy before 
using it. 
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In accounting, accounts are classified into different categories based on their nature. This helps to 
organize the accounts and makes it easier to track financial information. 
There are two main types of account classifications: real accounts and nominal accounts. 


e Real accounts are permanent accounts that are used to track assets, liabilities, and equity. These 
accounts are not closed at the end of the accounting period, and their balances are carried 
forward to the next period. 

e Nominal accounts are temporary accounts that are used to track revenues, expenses, and gains 
and losses. These accounts are closed at the end of the accounting period, and their balances 
are transferred to the retained earnings account. 


Within these two main categories, there are also several subcategories of accounts. For example, 
assets can be classified as current assets or fixed assets. Liabilities can be classified as current 
liabilities or long-term liabilities. Revenues can be classified as operating revenues or non- 
operating revenues. Expenses can be classified as operating expenses or non-operating expenses. 
Account classification is an important part of accounting. It helps to organize the accounts and 
make it easier to track financial information. This can be helpful for businesses of all sizes, from 
small startups to large corporations. 


229|Page 


